HAPPY PAYDAY TO YOU! 


A phase of Ford Motor Co. 
ffice work not carried on within 
conventional four walls of the 


weffice. An office on wheels expe- 
ites payment of plant employees 
River Rouge. Every day is pay- 

y for some one at Ford! 
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The range of National Accounting Machines is so wide that it covers the needs of every type of business enterprise. The j 
machine shown here is being used on payroll work in the Sparrows Point plant of the Rheem Manufacturing Company. 


Rheem reports “utmost satisfaction” 


with National Mechanized Accounting 


“They are performing to our utmost satisfaction ... on world’s largest manufacturer of steel shipping containers 
all phases of payroll work, accounts receivable, accounts and water heaters for all fuels. Operating twelve plants f 


payable, general ledger and inventory control opera- in this country, five in Australia, and one each in } 
tions.” So states the Comptroller of the Rheem Manu- Malaya, Brazil and Canada, its accounting problems 
facturing Company, in reference to the three National are manifold and diverse. 
Cash Register Accounting Machines installed in their Just as Rheem has mechanized its manufacturing 
Sparrows Point plant. processes, so they have realized the importance of 
To which he adds: “The success of the installation at mechanizing their accounting department to handle 
our Sparrows Point plant ... led us to make similar their figure work more swiftly and accurately. Let! 
installations at our plants located at Birmingham, Ala- your local National representative study your needs? 


bama, Chicago, Illinois, Houston, Texas, and Richmond, and then submit his recommendations. No obliga- 


California, and in our home office in tion, of course. The National Cash’ 


— — — — 


San Francisco.” Register Company, Dayton 9, Ohio.’ 
In its 22 years, the Rheem Manu- Yultonal Sales and Service offices in over! 
facturing Company has become the 400 cities. 
3 CASH REGISTERS ADDING MACHINES = 
j ACCOUNTING MACHINES 
i 


nh ee 


f 


THE NATIONAL CASH REGISTER COMPANYT 
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ENGINEERING 
‘‘“AHEAD’’ 


ig 


ners 


lants | 
ch in } 
blems : 
f Another one of the important reasons why you, too, should prefer 
i the A-S-E line. It’s backed by more than 35 years of engineering 
senate. experience and it’s engineered years ahead to assure America’s 
ce of most modern office furniture line. Write today for full details. 
1andle 
y. Let! 
needs ¢ A-S-E STEEL PRODUCTS FOR MANY USES 
obliga- STEEL OFFICE FURNITURE + ELECTRICAL OUTLET AND SWITCH 
_ Cash’ BOXES + INDUSTRIAL EQUIPMENT FOR FASTER MATERIALS 
Ohio.’ HANDLING + FROZ-N-FOOD LOCKERS + CLOTHING LOCKERS - 
. over WARDRCBE, STORAGE, AND COMBINATION CABINETS 
ALL-STEEL EQUIPMENT INC. 
Vv ) 300 CLEVELAND AVE., AURORA, ILL. 
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PRACTICAL LIGHTING IS 
Mexible FOR EACH INDIVIDUAL 
.-e-FOR EACH TYPE OF WORK 


— ~~ 


Few pérsons see exactly alike. mechanism holds it; there’s nothing ei — = 
Even on similar jobs they have dif- _to fasten. THE FLOATING ARM 
ferent—and changeable —lighting Your choice of advanced Dazor . Nbaien 


needs. Consider how these varia- 
tions multiply when you plan to 
compensate for dark locations... 
to provide high level illumination 
for precision machining, fast as- 
sembly, close inspection, drafting 
or accounting. 


lighting is a logical step toward 
improving the safety record, in- MOVES FREELY INTO ANY POSITION 
creasing output, curtailing errors. AND STAYS PUT— WITHOUT LOCKING 
It also puts you in good company. 
Just observe as you examine photo- 
graphs of progressive concerns in 
popular magazines, how often 
Then you'll understand why we Dazor Floating Lamps appear as 
stress the Dazor Floating Lamp’s part of the picture. 

flexibility: its capacity for delivering | Phone Your Dazor Distributor for 


the right amount of light for the 
individual at the right place for the 
type of work. Dazor’s exclusive Float- 
ig Arm enables the user to raise, 
lower, push, pull or tilt the reflector 
anywhere within the broad area 
reached by the lamp. Once guided 
to the point selected, a patented 


an on-the-job demonstration of 
Dazor efficiency. In the event you 
require the distributor’s name,write 
to Dazor Manufacturing Corp., 
4481-87 Duncan Ave., St. Louis 10, 
Mo. In Canada address inquiries 
to Amalgamated Electric Corpora- 
tion Limited, Toronto 6, Ontario. 


p= CAWICeE OF 4 BASES ——— 


y \ 
PAzZOR FLOATING LAMp, \ |. 


~e 


UNIVERSAL BRACKET DESK PEDESTAL 
FLUORESCENT and INE AMOES CENT 
OFFICE MANAGEMENT AND EQUIPMENT—featuring office purchasing equipment. methods and personal is published monthly by Andrew Geyer 
Ine iat New York. N.Y Business, Editorial, Cireulation and Production Department. 260 Fifth Ave... New York Entered as second class matter ot 


Sept. 20. 1946, at the P.O.) N. Y.. under the Act of March 3. 1879 Volume 9. No. 1. January, 1948 


Subscription $2.00 per vear in United States 
and Possessions, Mexico amd Cuba: $3.00 all other countries Printed in United States 
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7 PERFECT QUALITIES 
READABILITY, DURABILITY, CLEANNESS, MANIFOLDING, 
NONCURLING, UNIFORMITY, and ADAPTATION 
TO ALL MACHINES for PERFECT CARBON COPIES 
THROUGH 
7 GRADED COATINGS IN EACH BRAND 


Kee Lox New Process Formulae combine permanent intense colors with hardest of vegetable waxes, these 
do not change or deteriorate like lower priced materials, consequently can guarantee sustained uniformity. 


For samples in any one of the 7 BRANDS or 7 COATINGS, contact your nearest Kee Lox Branch. 


Kee lox, Manufacturing Co. 


Rochester 1, N. Y., U.S.A. 


DOMESTIC BRANCHES: Atlanta, Baltimore, Birmingham, Boston, Chicago, Cin- FOREIGN BRANCHES: Buenos Aires, Cordoba, Rosario, Tucunan, Argentine; 
cinnati, Cleveland, Dallas, Denver, Detroit, Houston, Indianapolis, Kansas Adelaide, Brisbane, Melbourne, Perth, Sydney, Australia; Carbon Paper Supply 
City, Los Angeles, Louisville, Memphis, Miami, Milwaukee, Minneapolis, New Co., London, Birmingham, Edinburgh, Glasgow, Manchester, Newcastle, Leeds, 
Orleans, New York, Omaha, Philadelphia, Pittsburgh, Portland (Oregon), Roch- Leicester, Liverpool, England; and Belfast, Ireland. Export Dept., Rochester 1,N_Y., 


ester (N. Y.), St. Louis, Salt Lake City, San Francisco, Seattle, Toledo, Tulsa U.S. A Cable Address: “Keelox Rochesterny.” 
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A good show keeps running when delighted The Cesco line includes the standard loose- 
audiences recommend it to their friends. leaf numbers, besides many items not avail- 
Cesco Modern Loose-Leaf Equipment has able elsewhere. The Cesco Visible Record 
been holding old customers and gaining new Equipment is unequalled for consumer ap- 
ones for nearly 50 years! peal. 
Cesco is originally designed for efficiency 

and economy. Modern research keeps Cesco Cesco Products are efficiency tools, com- 
abreast and ahead of requirements. Cesco prising a complete range of record keeping 
manufacture is good. Cesco service is de- forms and housing equipment. Send for 
pendable. literature. 


THE C. E. SHEPPARD COMPANY 


4409 21st St., Long Island City 1, N. Y. 


as. 
/ MODERN LOOSE LEAF / 
| a 
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4-Position, 3-Track Ribbon Control saves you 
money, gives one third more mboon usage 


Key Trip instantly releases mis-stroked 
keys widl jaiii—no Wise Siludgeu mugers 


ore 


| 5 


Longer Writing Line often eliminates the 
need for an extra, wider carriage 


1948 ( January, 1948 


FS Carriage Return 


*KMC and Kevboard Margin Control, T. M. 


KEY TO A TYPIST’S HEART 


Here's a new typing feature ... the smoothest, easiest, quickest way 


you've ever known, to turn out letters any boss will be proud to sign. 
Keyboard Margin Control,* we call it. Your fingers never leave the keyboard ...a 
Hick of the keys, and both margins are set—click! Now you can have margin setting 
where it really belongs... on the keyboard. It steps wp performance, steps down 
fatigue. You'll find it only on the Remington KMC*~— the latest of many reasons why 
more Remingtons have been bought than any other typewriter. See it today! There's 


nothing else like it in ty ping! 


o 


) ee hee oe 
heen siesehitindil ~] 4 Only the Remington KMC gives you all 8 at no extra cost 


2 9 _ All Piastic Keys & Unit Construction 
ae ieee 


Silent, Lighter / < ae 


. 


THE FIRST NAME IN TYPEWRITERS 


© 1947 by Remington Rand tne. Makers also of world-renowned Remington Rand Portable Typewriters 
gt nv . 
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ACCOBIND FOLDERS 
Are Essential to Every Filing System 


@ ALL or part of EVERY Filing System 
in use in your customer-circle needs 
ACCOBIND Folders to provide the 
vital filing service of Security from mis- 
filing and misplacement of vital file 
records, 


What a wealth of sales prospects is pre- 
sented to you in this ACCO service 
opportunity ! 

Show ACCOBIND Folders to your cus- 
tomers. Show them how ACCO-binding 
stops careless filing. Show them what 
they gain in reference and re-filing facil- 
ity when they handle a complete bound 
unit instead of loose file papers. 


The prongs of the ACCO Fastener 
with Prong Lock Compressor, 


setiie sak Mahi bell Gee peeens, Check ACCO Catalog No, 246 for immense range of 
giving assurance against misplace- ACCOBIND Folders covering all Filing System requirements, 


ment or loss. 


ACCO PRODUCTS Ine. 
ig 


In Canada: Acco Canadian Co. Limited, Toronto 


PAPER FASTENERS e BINDERS e FOLDERS e PUNCHES e CLAMPS e PAPER CLIPS 
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“Thank Goodness You're My Wife- ~ 


Not Our Farchasing Agent” 


The Boss: What’s wrong with the office furniture we 
have now? 


Mrs. B.: 
hind the times. 


Nothing IF you want to look 20 years be- 
Marge has the same desk J had 
before T married you and you know how long ago 
(hat was. 


The Boss: [’ll admit the original investment and 
depreciation has been written off. But why do you 


insist on wood desks and chairs? 

Mrs. B.: (rood cmplovee relations as well as customer 
relations, my love. Don’t vou enjoy the warmth 
and richness of wood in your own office? Aren’t 


you a fiend for good looking furniture at home? 
The Boss: [Sut this is an office, not a home. 


Mrs. B.: 


as you do at home. 


Look, you spend almost as much time here 
(Who would know better than 


I?) And so do the rest of the staff. They ’d appre- 
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ciate a well furnished homey office. And I’ll bet 
you a new fur cout they ’d turn out more work, too. 


The Boss: 


Emplovee Relations, eh? 
of it that way. 
ment at that. 


Hadn't thought 
Might be a good invest- 


Mrs. B.: Cost of refurnishing is low when 
you spread it out ... wood costs no more. 
The Boss: You seem to know so much about 
it—how about coming back to be my 
purchasing agent? 


Mrs. B.: Who bought everything when you first went 
in business?) Before you had 500 employees. If it 
hadn’t been for me... 

The Boss: Im not so dumb. I married vou, dear! 
rs. B.: Never mind the flattery. You send Marge 

downtown to look over the new furniture. 


The Boss: Marge, you heard what the ‘‘ Boss’’ 


said... 


For better employee and customer relations ... 
furnish in WOOD for everybody. See your : 
office equipment dealer. . 


America’s leading manufacturers of commercial 
desks and chairs cooperating in product 
research and developme nt... in the interest of 
yreater office beauty and comfort. 


Their symbol ...is your guarantee of master craftsmanship and quality, 
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° INCOMING MAIL « 


We welcome letters from readers on any phase 
of office management. Opinions expressed are 
not necessarily those held by this magazine. 


Spittoon vs. Ashtray 
EpITorR, 
Orrice MANAGEMENT & EQUIPMENT: 

I see by the newspapers that the building maintenance 
union in this city has taken a firm stand against cleaning 
that article which used to be found in every well-equipped 
office—the spittoon. Even before the union edict they 
had practically disappeared, so the union action seems to me 
to be superfluous. 

What I would like to know is how long we will have to 
endure the modern successor to the old spittoon in the cor- 
ner—the ashtray on top of the desk! Even though you your- 
self do not smoke, you are expected to have one, so that 
your visitors can dispose of their cigaretts stubs and cigar 
butts. 

What a custom has grown up among us—of tolerating a 
little private dumping ground on every available desk top 
and table top, to assail our nostrils and sprinkle stray ashes 
over our work and clothing! Why can’t someone invent a 
portable ashtray for pocket or handbag, so that those who 
must smoke at other people’s desks can take their rubbish 
away with them? 

Watt Street SECRETARY 
New York 


"Give Us Better Graduates!" 
EpITor, 
OrricE MANAGEMENT AND EQuIPMENT: 

I was very much interested in your recent article entitled 
“Give Us Better Graduates!, Supervisors Cry.” 

Whose fault is it that our younger generation cannot write 

: an intelligible, comprehensive letter, do not know punctua- 
Because—only by sitting in this tion and spelling, and lack an adequate vocabulary? Is it 
modern chair yourself—can you the fault of the teacher? Is it the fault of our younger gen- 

eration? Is it the fault of the business men themselves? 
fully appreciate the COMPLETE I as a member of our local Business Men’s Association 
COMFORT you can give your spent a great deal of time, thought and study on this same 
assistants in general and fac- subject and came to the conclusion that it is due to im- 
proper reading. 

On checking up on the local school library I found very 
few business magazines and what business magazines there 
were had nothing pertaining to the businesses carried on in 

Now in production... Mail our community. 
coupon for full details. I went therefore before my business colleagues and tried 

to get them to appropriate 50 cents, a measly 50 cents apiece 
THE STURGIS POSTURE CHAIR CO. —and place it in my hands to purchase business magazines 

e Sturgis, Michigan that could be placed in the library. I did not get any support 

LS whatever from the very people who were complaining that 
young people coming out of high school did not understand 
the language of any of their businesses and could not step 
into their offices and do a reasonable job. 

These same men would spend hundreds of dollars on 
training a new employee in their office and yet when I asked 
them to spend 50 cents apiece for a group of business maga- 

* 5 POSTURE CKAIR co. zines that a few students at least would read, learning a 

@ THE agers si few of the terms necessary in any type of business, they 

g Sturgis, Mic taal end tell me w! Ic flatly had no interest whatsoever. Their retort to me was 

Seog Model 626 Chair. that the school has a fund to do this thing with and they 
wouldn’t have anything to do with it. 

I am in the mail order business, carrying on a business 
operation that uses a variety of phraseology and trade terms 
and also entails the use of many different business machines. 

I have made an estimate of the cost of training a girl, and 
it appears to me that I am spending about $500 to get a girl 
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tory offices. 
Note the price and compare 
for dollar value. 
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stock up on the 


YELLOW BOX 


O48 
¢ teurey " Sern: weg @ 
werttetr a 


feewsericer 


FULL OF TIME SAVERS 


Millions of office workers all over the 
country use Oakville Yellow Box items 
as important time savers. They recognize 
the full generous count and uniformly 
high quality of the Yellow Box Line. 


You too, can save valuable time and ex- 
pense by ordering the complete line of 
Yellow Box items at one time. One order, 
one invoice, and one shipment means 


savings on your handling costs. 


All Oakville pins, fasteners, clips, thumb 
tacks, staples, and other related items 
are packaged in a familiar Yellow Box. 
Insist upon them when you buy. 


OAKVILLE COMPANY DIVISION 
omar couren SCOVILL MANUFACTURING COMPANY 


+ 
2 Waterbury 86, Connecticut 

§ NEW YORK ¢« PHILADELPHIA + BOSTON 
CHICAGO « SAN FRANCISCO 

In CANADA: Brown Bros., LTID., TORONTO 2 
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up to the point that she begins to be efficient. If at that 
point, she decides to go somewhere else, I have made a Joss 
of $509 in my business. I very definitely feel that some of 
this could have been overcome by buying and placing in 
the school library the proper magazines, not magazines that 
pertain to things of no particular value to a young girl or a 
young man going to work in an office. 


At another time I made a definite effort to get our Busi- 
ness Men's Association together to provide the School Board 
with a sufficient sum of money to purchase business ma- 
chines that young men or girls coming out of high school 
and going into an office in our community would have to 
learn definitely how to use. 


I got nowhere with this. These business men’s response 
was that they were paying taxes for such purposes and that 
they turned this sort of thing over to the educational de- 
partment to do. That is true, but what does the average prin- 
cipal, the average commercial teacher, the average music 
teacher, the average social science teacher know of business? 


I have been in the school supply field for a great many 
years and I have yet to find more than one or two prin- 
cipals whom I have done business with who have any idea 
of carrying on a business, no matter how large or how small. 


Either we must start at the beginning and train our teach- 
ers differently, or we business men as a group must take a 
hand in this situation and assist our teachers to provide for 
these young people the modern machines and equipment that 
we use in our offices today to increase our efficiency. And if 
you cannot get your business men to work in conjunction 
with your teachers, I do not see any answer to the situation 
set forth in your article. 


It is very definite in our lives, in your life and in my 
life and in every graduate’s life, that there are only a few, 
a very few, probably one out of every one thousand young 
people, who can anticipate what they are going to need to 
know and prepare themselves to know it when they need it. 

We must get our business men to work with our teachers. 
We must help them to purchase the machines and set up 
he department where the use of these machines will be 
taught. We must, finally, give young people a chance to come 
-nto our offices and do some work, so that they can see what 
they are up against when they come out of high school. 

Young people today are just naturally as smart as we ever 
thought of being forty or fifty years ago, but they can’t go 
any further than they are allowed to go under our system. 
If we want better graduates, we must first produce better 
teachers, and if we produce better teachers, I 
think it is the duty of every business men’s group to go 
into a huddle and make a definite effort to put this matter 
before their state educational department. 


want to 


In addition to providing our schools with the type of office 
equipment that is used in the community, let’s have our 
teachers call in at different times people from the various 
businesses in that community and have them dictate letters 
that the graduation class is going to be called upon to write, 
so that the young people can become accustomed to the 
different phrases, the different language, and the different 
customs that go along with the various types of business. 
Then your new stenographer wil] have some idea of what 
she is up against and can prepare to meet that situation. 

Let’s not put the blame on the young people. Let’s not 
put the blame on that young stenographer that you would 
like to strangle. Let’s put the blame where it belongs—on 
the teachers and the business men themselves. 

REUBEN SELFRIDGE 
SELFRIDGE PRINTING Co., 


Ciymer, N. Y. 
(“Incoming Mail” continued to page 56) 
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FFICE MANAGEMENT 
QO as a major business func- 

tion, with emphasis on 
leadership and administrative 
skill, is the keynote of this new 
Handbook. In line with the 
needs of modern management, 
it helps you to centralize the many 
control systems and mechanisms in- 
to a single, inclusive system of con- 
trol — to make the office a focal 
center of direction, coordination and 
service to all departments of the 
business. 

You have readily available the 
experience of concerns of many 
types in a wide variety of lines, 
prepared and organized for use by 
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OFFICE 
MANAGEMENT 


—a Handbook 


For everyone concerned with office management — in busi- 
nesses large and small — this new working reference offers 
the all-around guidance of the best current practice. 


dbook covers 
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a Board of over 100 capable execu- 
tives and technicians. The Hand- 
book helps you in organization and 
planning as well as in techniques 
of operation. It gives principles 
throughout and illustrates them 
with numerous practical examples. 
The technically thorough explana- 
tions offer unique help in getting 
quick, satisfactory solutions to your 
specific office problems. 


Here in 870 information-packed 
pages are time-saving methods, 
money-saving ideas, work-saving 
facts and advice that you can begin 
to adapt and use at once. Read 
through the outline of contents on 
this page. Then let a copy of Office 
Management itself demonstrate right 
in your own office how valuable 
it can be. 
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Covers All Elements 


Office Organization: for Operation and 
Control. 

Human Element: The Office Force — 
Personnel Control — Morale Building 
— Employee Activities and Services — 
Supervision — Compensation — Em- 
ployee Relations, Public Relations — 
Employees’ Security Plans. 

Physical: Office Environment—Physio- 
logical Factors — Office Space. 
Operation: Office Standardization — 
Furniture, Equipment Supplies, 
Forms — Developing Office Methods 


and Procedures — Correspondence, 
Filing — Communications, Reproduc- 
tion — Recording Systems, Reception. 
Control: Planning, Scheduling, and 
Dispatching Work — Cost Control — 
Reports, Publications — Sources of 
Information. 


Management Working Data: Check 
Lists — Production Statistics — Office 
Customs for Comparison — Standard 
Sizes for Forms. 


169 Illustrations 
870 Pages — $6 


THE RONALD PRESS COMPANY 

15 East 26th St., New York 10 M298 
SEND ME the Handbooks checked below. 
After 5 days | will either remit full price, plus 
postage, or return them without obligeotion. 
(We pay postage if check accompanies order.) 
(|) Office Management, Mare $6.00 
“) Marketing Handbook, Nystrom 7.50 
_] Financial Handbook, Bogen 7.50 
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UNMATCHED 


Even in these difficult days Tagger ribbons 
and carbon paper have steadfastly maintained 
their unparalleled reputation for value and per- 
formance. To extend the existing leadership 
of this fine line, a new ultra modern Tagger 
“Curl-Less" carbon that eliminates tendency 
to curl has been added to the line. It always 
lies flat and smooth, is quick and easy to 
handle, will not wrinkle or tree. Precision 
workmanship combined with an exclusive 


PERFORMANCE 


M &V manufacturing process enables Tagger 
“Curl-Less" to produce exceptionally accurate 
reproductions and give long and dependable 
service—truly an outstanding value. Of course 
Tagger “Curl-Less’ is furnished in various 
weights and finishes for standard as well as 
noiseless machines. The special M&V quick 
removal feature saves operators’ time and in- 
sures longer wear. Remember too, all this 


added value—at no extra cost. 


MET TAG 


AND VOLGER. 


ESTABLISIILED 


CARBON PAPERS & INKED RIBBONS - 
OFFICE MANAGEMENT AND EQUIPMENT 


INC. 


1881 


PARK RIDGE, NEW JERSEY 
January, 1948 
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Ready Now 


BROWNE-MORSE 


STEEL FILES 


Better-than-ever Browne-Morse quality, mass produced 
with modern facilities. This new Browne-Morse file is 
designed to fit the spirit with which American business 
faces the development of today’s markets. Sturdy, 
rigid, long lived and dependable, with a smooth, easy 
draw action that simply breezes open and shut. Its 
quality surpasses the expectation of users and dealers — 
for office equipment designed and built to meet the de- 
mand of the forward looking business man. Check the 
features of construction and operation listed below which 
make this Browne-Morse file the best engineered in its 
price range today. 


Write for complete data on Browne-Morse en- 
gineering service... helps you build efficiency 
into your office operations, 


| i i 
roller bearing equipped for a positive 


ARCHITECTS OF EFFICIENCY FOR AMERICA’S OFFICE 


MUSKEGON Browne-Mborse MICHIGAN 


| MANUFACTURERS OF STEEL OFFICE EQUIPMENT AND FILING SUPPLIES FOR OVER 38 YEARS 
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SUBJECT: Pencil Point-Sharpness 


TEST NO. 34 


LABORATORY REPORT 


EBERHARD FABER 
BUREAU OF STANDARDS 


Date of Test - n/2y, 7 < 


Technician Conducting Test - Ws os 
Checked by. - - 


Brand of Pencil Tested Auerr< . 


Description ot Test—Tests were made of every well-known 
pencil in the Mongol price range. In each case the same 
designated degree was used. 

The leads were machine-sharpened, and were microscopically 
checked to insure identical test conditions. 

Each pencil drew a 151.5 foot spiral line under a uniform 
pressure at a fixed-speed. Each pencil was firmly clamped at 
the pencil-to-paper writing angle most commonly used. 

The point was measured with @ 001" accuracy indicator 
before and after completing the spiral. Several complete tests 
were run on each point. The bar-graph below shows the 
results of the individual tests as well as the averaged 
test-wear of pencil "Gg". 


TEST NO. 1 
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POINT-WEAR IN MILLIMETERS 


a millimeter=.039°") 


Typical Page 
from 


. LABORATORY 
REPORT 


> 
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SCIENTIFIC 
LABORATORY TESTS 


of every well-known 
pencil, in the Mongol 
price range, conclusively 
prove point-sharpness 
superiority for Mongol’s 
exclusive Complastic 
Lead—by 29° 0. 


%, GOOD POINT 
TO REMEMBER 


| 


EBERHARD © 
-BABER 


LEADERSHINT N 
GN FINE WRITING MATERIALS 
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Checking on the Expert 


*% WIDESPREAD desire on the part of management to give 
the office the benefit of the most expert advice has given rise 
to a great number of services of one kind or another which 
aim to apply the principles of psychology, engineering, or 
technology to the solution of office problems. 

And thereby has come another problem. 

Science is nowadays held in such respect by all of us that 
we are predisposed to listen to the man who comes to us talk- 
ing of a scientific approach, as against the man who speaks 
merely in old-fashioned terms of jobs done or to be done. Many 
of us learn only by disappointing trial that possession of the 
vocabulary of science does not always mean possession of the 
knowledge and experience that should accompany it. A high- 
sounding name and an impressive front often lead an office 
into an experiment which permanently sours management on 
the value of the scientific approach. 

What we are trying to say is that it pays to investigate 
thoroughly when one is deciding to delegate any of the func- 
tions of management to an outside agency. The good ones 
welcome investigation, which can only further illuminate their 
record of solid accomplishment; with the others, the right sort 
of check-up will surely prick a bubble of pretension which 
might otherwise later burst all over the place, with damage to 
office morale and efficiency! 
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NO. 527 
POSTURE-RITE—ARM CHAIR 


WITH FOAM RUBBER SEAT AND BACK 


5 RECOGNIZED ADJUSTMENTS 


1. ADJUSTABLE BACK REST 

2. ADJUSTABLE BACK FRAME 

3. ADJUSTABLE SPRING TENSION 
4. ADJUSTABLE HEIGHT 

5. SELF ADJUSTING BACK 


Upholstered in Duran. 4° SPRING FILLED FOAM 
RUBBER SEAT. Stock Colors: Tan, Green, Brown. 2" 
Ball Bearing Casters. Other Colors on request: Red, 
Gray, Blue, Ivory, Aqua, Beige, Black, Chartreuse, 


$ 5 340 EA. LIST 


Packed | to Carton. 


“i IMMEDIATE 
—_ SHIPMENT 
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. an SALLE STREET 
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. we can find gold, but we can also discover goldbricking” 


An Open Letter 
TO THE HUMAN ELEMENT 


By Charles O. Libbey 


Office Methods Staff, Tennessee Valley Authority, Knoxville, Tenn. 


My DEAR HUMAN ELEMENT: 
% FOR several years now we have been hearing 
a great deal about your importance to the busi- 
ness office. I don’t know how a personnel depart- 
ment could get along without you as stock in 
trade. What you want, what to do about you, and 
what you mean to the organization have inspired 
typewriter and larynx in countless phrases. 
Everywhere we look, there you are with up 
lifted forefinger saying “tut-tut.” until we some- 
times lose track of the job itself. Countless too 
are the chapters and articles which carry your 
message. What would our convention agenda be 
like without you in trend or text or topic? Only 
the other day I saw you on a program for restaur- 
ant owners as “Coffee Making and The Human 
Element.” I mean no offense, but I had been 
wondering what was in the blend which I had 
been drinking recently. Quite evidently you lie 
heavy on all our minds. I am writing frankly 
but sympathetically, not because I do not appre- 
ciate your sterling worth but because I do not 
want to see you become a management prima 
donna. 
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There is no doubt in my mind that you have 
merited a major part of this publicity. There 
were times when psychology was rated a 50-cent 
word in a text book; and in order to preserve 
their sense of superiority the beetlebrows felt 
called upon to treat underlings with a therapeutic 
hot foot. But those office scenes of long ago are 
as outmoded as the surrey with the fringe on top. 
Flat files, order spindles, high stools and desks, 
pen and ink, executive sideburns, or trailing Dun- 
drearies give us no sense of mechanization or 
streamlined work simplification. The untutored 
office manager believed that the human element 
meant only a means for getting work done to 
please the boss. 

While the beetlebrows are not all dead as the 
dodo, fortunately the trend is away from this old 
ideal and nowadays we may have many superiors 
but no inferiors in an organization. I am not so 
old-fashioned as Horatio Alger and I do rea- 
lize that youthful enterprise must wait a while in 
the promotional line. The big problem in modern 
industry is that there are not enough vice-presi 
dencies to go around. (Turn to next page) 
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As I see it, a new Pharaoh has arisen in Egypt 
and you, Human Element, are it. Now I wonder. 
When we have satisfied your just demands by giv- 
ing our employee a livable color in his environ- 
ment, removing all glare from his furniture, giv- 
ing his ego a lift with a suggestion system, stimu 
lating his interest with incentives, inviting him 
into our conferences to air his opinion, and pre- 
senting him with some pleasant increase in the 
well-known periodic envelope — when we have 
done all this, is it not only fair to expect a reaction 
in unmistakable terms of the old-fashioned hu- 
man element called work? 

It would be a gross exaggeration, of course, to 
say that we do not have many honest, industrious, 
ambitious, and interested employees in our offices. 
I am afraid, however, that we give the impression 
of coddling at times and even lower the standards 
of office industry as an ideal. Work appears to 
seem secondary sometimes and working habits 
appear passive. After all, what the office manager 
wants is not more easy work but more work eas 
ier. It may be a disappointing thought to some— 
but nothing has been invented to take the place of 
eight hours of intelligent, conscientious labor, as 
old as slothful man. 


Some one invented a posture chair just for you, 
the modern Human Element, but the posture re- 
ferred to bears no relationship to inertia for any- 
body. Rest periods have come to the office, but 
not directly from the country club; and when 
music appeared in the filing department it was not 
Pan piping the jocund spirit of springtide in our 
midst. Management saw an opportunity to re- 
move some of the monotony and fatigue from the 
job, but the job remains to be done. With all our 
writings on environment factors. work simpli- 
fications, and personnel relations, it is not the big 
charitable heart of management speaking. Man 
agement is an impersonal group dealing with 
causes and effects to lower costs and improve pro- 
duction. This thoughtfulness of employers has 
cost a lot of money and it is expected to pay divi- 
dends in a variety of ways. Should we not expect 
returns in cost consciousness on the part of em- 
ployees? The Golden Rule is one of your ideals 
too, if I am not mistaken. The tendency in recent 
years has been to be careless when someone else 
pays the bill. No detail is insignificant where 
multiplied by 2,000 hours a year. and nothing is 
so wasteful as doing something that need not be 
done at all. 
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“| HATE TO BOTHER ‘Ou, MRS. KEEFER BUT 
I'D UKE YOU 70 TAKE A VERY IMPORTANT 
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TOWARD SECURITY 


AND 
A STEADY JOB 


By Frank W. Pierce 
Director, Standard Oil Co. (New Jersey)* 


First of two installments; the second will appear 
in the February issue 


% THE INCENTIVES that drive men to great 
achievements are well known to us all. 

Chief among them, of course, is the hope of re. 
wards—and I think it has been demonstrated that 
the economy which offers people the greatest hope 
of individual rewards will be the strongest and 
the soundest. 

Nowhere else in the world, I believe, has any 
people had so much freedom and opportunity to 
seek the rewards which lie in individual initiative 


e THIS is one of the many fine papers pre- 
sented at the annual conference of the Society 
for the Advancement of Management, held 
in New York at the Hotel New Yorker, De- 
cember 2nd and 3rd. 


Leaders in the field of management from 
all parts of the country gathered at the con- 
ference to discuss the varied implications of 
the conference theme, which was "The 
Human Factor in Production". The whole 
theme was surveyed from the point of view 
both of management and labor in a two- 
day meeting of unusual interest. 
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Frank W. Pierce 


as we in the United States have enjoyed. It is 
this challenge to the individual in the face of full 
freedom of opportunity that has made ours a 
great nation. 

It is customary to think of rewards in terms of 
earnings—whether they be wages, salaries, divi- 
dends or profits. We are apt to overlook the re- 
ward which lies in the deep personal satisfaction 
from doing something worthwhile. And today 
we are being reminded that there is still another 
reward which is in the minds of all of us at all 
times—the reward of security. Underlying the 
whole impulse to save—to accumulate—is this 
urge toward security. 

Men and women want security—security for 
themselves and for their families. They want 
security against sudden onslaughts of the un- 
expected—against the ebbs and tides of economic 
circumstances—against illness, disease, death, 
loss of earning power, depressions, and old age. 

This is no new thing. This is as old as man 
himself. 

Why, then, are we discussing it so much and 
so often today? 

I would like to suggest that there are two im- 
portant reasons. One is that our great democ- 
racy—because it is alive and young and vigorous 
—is still continually searching for better things 
for all men—for better solutions to the age-old 
problems of peace, prosperity and security. Our 
very success in achieving an unparalleled capacity 
for creating wealth constantly encourages us to 
expand our interests in finding solid, practical, 
workable solutions to the material, social, and 
moral problems of our time. 

There have been few periods in our history 
when business and industry, for example, were 
so much alive to the fact that the prime asset of 
any enterprise is people—all the men and women 
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whose initiative or lack of initiative make the 
undertaking succeed or fail. 

There is a second important reason for our 
turning attention at this time to the whole ques- 
tion of security for the individual in our modern, 
industrial civilization. Since 1919, as you know, 
the number of self-employed individuals in the 
United States, including farmers, has remained 
fairly constant at about nine or ten million. Dur- 
ing the same period, the number of employees in 
the American labor force has risen from 32.6 mil 
lion to 50.7 million—an increase of 18 million or 
about 60 per cent. Since population has been in- 
creasing during this entire period, the percentage 
of self-employed persons in the United States has 
declined from about 22 per cent in 1919 to about 
16.6 per cent in 1946. 

In other words, we are facing an age-old prob- 
lem under rapidly changing conditions. 

This is a fundamental consideration and it puts 
increasing responsibility on American manage 
ment to develop sound solutions. This seems to be 
especially true when we consider that security and 
stability of income make up one of the strong in- 
centives which influence the productivity of the 
worker. 

We at Standard Oil Co. (New Jersey) believe 
we have made real progress toward this goal. We 
do not consider that we have found the formula 
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for steady jobs and security. We do believe, how- 
ever, that certain basic principles will bring us 
closer and closer to that goal. Furthermore, we 
have been putting these principles to work in 
practical, everyday situations, and | am most 
happy to report that we think we are well on our 
way toward steadier jobs and greater security 
for our employees. 

In this connection, I would like to emphasize 
the fact that there is no one solution to these 
problems. It is a field in which there is great 
opportunity for originality and ingenuity, and 
each business will, of course, have to find its own 
way. I can, however, summarize elements which 
We consider essential to any sound plan. They 
include these: 

1. Any plan which is developed by any corpora- 
tion or other employer should be essentially cap- 
italistic. 

This may seem to you to be an unnecessary sug- 
gestion—and yet I think that many of the sugges- 
tions made by our most ardent capitalists are 
essentially socialistic. The employer who tries to 
hold thrift and annuity plans on too tight a leash 
is being essentially socialistic. Widespread adop- 
tion of paternalistic plans by employers, labor 
unions, or anyone else is merely developing a 
market for socialistic thinking. 

(Turn to page TO) 


Secretarial grouping of four Maria Bergson furniture units 
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Executive desk and office 


NEW IN OFFICE FURNITURE DESIGN 


The creations of Maria Bergson 


* “THERE'S little excuse for much of the dis- 
order still found in offices,” says Maria Bergson. 
new young Austrian-American designer of func- 
tional offices. 

“Much valuable office time could be saved by 
providing workers with furniture that adequately 
serves the purpose of their work as well as their 
personal habits of work. When their offices are 
designed for function, these workers become much 
more efficient employees, and happier ones too. 

“Most people spend about half their waking 
hours in the office. you know. Why shouldn't 
their place of work be as serene as their home?” 

This is the challenge which has inspired Miss 
Bergson to produce the very useful yet beautiful 
office furniture units pictured with this article. 
These pieces were designed for the Chicago head- 
quarters offices of the Container Corporation of 
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America. They are similar to units she has de- 
signed for the offices of Time, Inc. For several 
years on the office planning staff of that organ- 
ization, she took part in their exhaustive research 
on office functions and habits of work, and the 
units she designed for Time, Inc., grew out of 
these findings. 

Her work attracted the attention of executives 
of the Container Corporation of America, who 
now have her designing furniture and decorating 
their offices not only in Chicago but in other cities 
as well. 

Miss Berger has designed ten basic units 
from which she can assemble desk groupings to 
serve the majority of office needs—center-of-the 
room desk groups, salesmen’s offices, secretarial 
groupings, and executives’ offices from the top 
executive down. (Turn to next page) 
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Office desks divisible into units are planned to 
provide great flexibility in equipment use, to al- 
low for the shifting needs of growing organiza- 


baer ’ Te — . aes 3 Same Be i i 
tions. Similarly they provide for maximum use 


of minimum space. Summarized here are some of 
the features of the units illustrated. 


Details regarding the furniture illustrated 


Secretarial Grouping A, page 22 

Secretarial grouping of four of the same basic units used 
by executives provide an efficient and comfortable secretarial 
corner. 

Independent desk top rests on file drawer unit on one 
side and on part of typewriter stand on other side. 

Typewriter shelf is locked into desk and file chest. “No 
need for disappearing typewriter tray because studies show 
few secreiaries ever close up their typewriter desks any- 
way,” says Miss Bergson. 

In chest, special slanted slots for stationery with sliding 
trays. 

Vertical filing space below for telephone books and ref- 
erence works. 

Private lockable 
longings. 

One drawer has Pendaflex system built in. 

Pencil drawer in desk top with special compartments for 
all secretarial odds and ends. 

Wood: platinum walnut. 


drawer for secretary's personal be- 


Executive's Desk and Office, page 23 

The executive’s desk has many tuck-away drawers and 
storage places provided on both sides of the desk which. 
when closed become invisible in the sleek lines of the desk. 

On the secretarial side of the desk is a panel of the desk 
top which slides out to provide space for taking notes and 
uncovers incoming and outgoing mail compartments. 

Slots between the two panels of the desk top provide 
space for pads for visitors. 
and paper drawer. 

This desk allows for work space for three persons—ihe 
executive, a visitor, and the secretary. 

Chairs are sturdy arm support 


Visitor also has pencil drawer 


type with webbing. 


designed to be light enough for secretary to carry them 
about to make arrangements for meetings. 

Ceiling was lowered to conceal structural beam, and allow 
for recessed lights and air-conditioning duct. 

Office noise-proofed by pile rug on floor and use of 
acoustiplaster on ceiling. 

One wall deep brown and others light grey. 


Secretarial Grouping B, bottom of this page 

Alternate grouping of units to provide for two secretaries. 
A smart pattern created for reception-type outer office 
for executives. 


Side of Executive's Desk, Closeup, page 25, top 


Closeup of four of the units of the executive desk 
grouping. 

Slots between double desk top for readily accessible 
objects. 


Pencil drawer with four compartments for different types 
of pens and pencils. Also compartments for erasers, paper 
clips, rubber bands, and rulers. 

Two-way correspondence drawer eliminates mail baskets. 

Slanied stationery slots pull out, eliminating crumping 
of stationery. 

Vertical filing area below for reference material. 

Lockable cupboard for executive’s confidential and per- 
sonal properties. 


Closeup of Mail Compartments page 25, bottom 
Unique bins have sliding top to cover them and allow 
for use of entire desk top as work area without encum- 
brance. 
When slid open, this portion provides work surface for 
secretary. 


An alternative secretarial grouping of Maria Bergson units 
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office 


This is a close-up of one side of the executive desk designed by Maria Bergson. 
Desks are made up of separable units, so that there is a maximum of flexibility ob- 
tainable in ad‘usting the desk to the special needs of the user. Other details are 
listed on the opposite page. 


Recessed compartments reveal- 
ed by sliding back this section of 
the desk top provide space for 
correspondence, clearing the 
desk top of mail baskets to give 
an unencumbered surface. The 
top when lid open can serve as 
work surface for the secretary. 
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On Record Keeping 


Records for the Control of Growing Manufac- 
turing Enterprises. By PAUL F. LAWLER. Har- 
vard Business School, Division of Research, 
Soldiers Field, Boston 63, Mass. 1947. viii + 131 
pages, $1. 


THIS booklet is a repoxt on research into one 
phase of business management—record keeping 
and record using. The scope of the study was 
limited to small enterprises because of their vital 
position in our economy and because their tend 
ency to grow produces changing record needs. 

The report is based on the actual practices of 
real companies, all engaged in manufacturing. 
The author, Paul F. Lawler, Research Fellow at 
the Harvard Business School, visited thirty-seven 
companies to see what records were kept, why, 
and how well they served management. When the 
research began, none of the companies employed 
more than 300 people. 

The following abstract of the study was pre- 

pared by the Division of Research of the Harvard 
Business School. 
% INTERVIEWS with the executives of the 
thirty-seven companies visited and study of the 
records kept indicated certain general conclusions 
which are discussed in Part I. Some of the more 
important are: 

1. Management’s primary need in controlling 
a company is for information, not for records. 
When a company is very small, control by the 
management is exercised mainly through verbal 
and visual means, rather than through records. 
As a company grows and its operating head be- 
comes further removed from the work on the 
factory floor, he must depend increasingly on re- 
ports from subordinates and less on visual checks. 
As the president delegates responsibility for car- 
rying on various functions to different individuals, 
the need also arises for interdepartmental reports. 

2. Growing companies need more records than 
static companies of similar size because the man- 


and Record Using 


agement must anticipate future demands for in 
formation. Within the scope of the companies 
studied, five typical stages of growth in terms of 
number of employees were selected, and the need 
for records at each stage was studied. 

In the first typical stage—10 to 12 employees— 
it was found that control records are usually in 
someone’s head, and aside from the books of ac- 
count the records kept consist of little more than 
a clip of unfilled orders. 

When a company grows to the extent of having 
30 to 40 employees, the president can seldom act 
as foreman any longer and must depend on writ- 
ten reports from subordinates who take over the 
foreman’s functions. Generally at this stage 
financial reports are issued more frequently. 

A company of 70 to 80 employees makes use 
of written shop orders, some cost accounting (al- 
though not a complete system), and some book- 
keeping short cuts. 

When a company reaches the stage where it 
employs 120 to 150, written controls become more 
important than verbal ones. Many companies 
of this size make use of written production sched 
ules and complete cost accounting systems. 

In the last typical stage—225 to 250 employees 
—little information is trusted to memory. Book- 
keeping machines are frequently used, and sales 
analyses and cash position reports are prepared 
with some regularity. 

3. Factors other than size have an effect on 
the number of records needed. These include the 
complexity of the production process, the number 
of invoices, changes in company employment, and 
seasonal variations in production. 

4. Management has the task of maintaining a 
balance between its desire for information and 


(Turn to page 62) 


NEW SWEDISH OFFICE BUILDING 


This impressive office building has recently been opened at Bromma by the Swedish Airlines ABA. 
The 270 rooms in the building can house a staff of 600. 
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IT 
MIGHT HAPPEN 


IN YOUR OWN 
OFFICE! 


By Joseph M. Robins 
The Roberk Co., Norwalk, Conn. 


Vice-chairman, NOMA Research and Standards 
Committee, in charge of Work Simplification 


Here's another contribution from a connoisseur 
of wacky practices in the office. His first article, 
in the August issue, led to many a hurried 
cleanup of routines which had become bad 
habits. Readers are invited to send Mr. Robins 
their own tales of office imbecility. He promis- 
es to suppress all names in using them. 


A. Devaney 
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The filing cabinet is an office asset only as long as its contents are useful 


% WHEN was the last time you looked into the 
files in your office? You may find some strange 
things in them! 

No, I am not referring to the stenographer’s 
lunch, or the bookkeeper’s sweater, or the recep- 
tionist’s box of Kleenex. Files are great catch-alls. 
Remember the junk that used to accumulate in 
the roll top desks? We still have all of it but now 
it is in the files. How much use do you make of 
the circular file—File No. 13, the waste basket? 
Unless you are one of the few fortunate souls who 
have the courage to throw things away, I'll bet 
half the stuff in your files could just as well have 
gone into the waste basket to begin with. How 
about taking a look? And as you do, ask your- 
self “Will anyone ever want to see this again?” 
You will be amazed at the amount of room you 
can create in your present filing equipment by 
such judicious filing. 

I know of an office in which Christmas cards 
were filed each year as they were received from 
well-wishers. Nobody knew what else to do with 
them! There may be no greeting cards in your 
files, but are you sure there isn’t something just 
as foolish in them? 

I know another office in which all inter-depart- 
mental communications are carefully filed. Sev- 
enteen copies of a notice that the plant would be 
shut Thanksgiving Day found their way into the 
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files. Trace the inter-departmental correspondence 
in your organization. Where do these pieces of 
paper generally wind up? 

Here is a story about filing that I have told 
over and over again. I am almost ashamed to re- 
peat it, but it illustrates so well what can happen 
to your files if you are not vigilant about what 
goes into them, that I am going to keep on shout- 
ing the story just so long as there are office man- 
agers who must be awakened to that fact. The 
story is actually Bill Harris’s and I quote him 
as he told it to the Stamford, Conn., chapter of 
NOMA (omitting names and recognizable refer- 
ences as usual) : 

“Ten years ago I was engaged in form and 
equipment standardization work for the 
Co. We had a request for a special type of filing 
cabinet which had been discontinued by the man- 
ufacturer. The department head wanted the units 
to match a large battery in his department. I in- 
vestigated the entire procedure and, so help me, 
this is what I found: 

“For years the advertising department had 
been offering to send to coupon-clippers various 
booklets. A previous methods man had devised 
a system for continuous feeding of mailing ad- 
dress labels through a typewriter. An especially 
tricky feature was producing (as a carbon copy 
of the label typing) a prospect slip to be sent to 
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the salesman in the prospect’s home territory. 
It was still further thought through so that the 
slip sent for the salesman’s convenience was an 
exact duplicate of his loose-leaf prospect book 
sheets, punched to fit his book, and, of course, 
printed spaces were provided for the other pros- 
pect information he needed to follow up a case. 

“Now here comes the payoff: 

“Over a period of years at least 25’. of the 
men who received these slips from New York, 
called upon the prospect, obtained the missing 
information, and sent the slips back to the New 
York office. Eventually they reached the depart- 
ment where they were originally prepared—and 
since they didn’t know what they were supposed 
to do with them—they devised a nice little filing 
system to provide the dead-ended slips with 
loving care! 

“By the time I stumbled onto this situation 
there were twenty-two 5-drawer filing cabinets 
full of slips and three girls to keep the files in 
order. 

“Before you smugly say it couldn’t happen in 
my office—take another look around.” 


Relic storage 


While you are house cleaning, how about a 
look at your archives? Are you storing old rec- 
ords long after their legal need has faded? Are 
old contracts, expired insurance policies, and 
similar documents gathering dust and taking up 


Much of what gets filed is as useless as if the paper was blank! 
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valuable space in your office safe or vault? Do 
you have the courage to throw things away? 
Harry Arthur Hopf put it well in an address at 
a NOMA conference in 1927: 

“The appalling number and character of rec- 
ords and of reports collected in offices every- 
where is such that any man or woman in this or- 
ganization may earn his or her salary over and 
over again by simply asking the question, ‘are 
they necessary?’ and following that through to 
its logical conclusion. Any one of us can start in 
tomorrow morning in his or her organization, 
regardless of how recently someone has over- 
hauled it, and uncover sources of material sav- 
ing.” 

An office manager recently told me one for the 
books. To make sure that the company is not 
identifiable I won’t even mention the location. 
This office manager redisigned a form, consoli- 
dated three parts into one. The new form repre- 
sented tremendous potential savings. Top man- 
agement vetoed the change because the new form 
was designed for 6x9 paper and they always 
kept their records on 8!2x11 paper. Write your 
own comments. Mine are not printable. 

A Providence, R. I. company would not approve 
a new form despite great potential savings until 
all of the old forms were exhausted. This type of 
thinking is not as uncommon as you may believe. 
I have run across it often. 


Alibi paper 


Do you know what alibi paper is? I ran across 
the term many years ago in American Business. 
How many records are maintained in your office 
just to provide alibis? In the sales department of 
one company a young lady was keeping a meticu- 
lous daily record of everything she did, just so 
she could prove what she was doing at any spe- 
cific time if anyone asked her. The individual who 
told me the story swore that she had been keep- 
ing the record for years but that in all that time 
no one had ever looked at it or ever made use of 
it. Wasn’t it Col. Stoopnagle who once said that 
he always carried a feather with him because 
some day one might come up to him and ask him 
if he had a feather and it would be so nice to be 
able to say that he had. 

In another organization a stock clerk kept the 
production order stubs all year to prove the year- 
end inventory figures if any question ever came 
up. He knew all the figures were being recorded 
but he wasn’t taking any chances—he was going 
to protect himself! 

It can’t happen here? Are you sure? Look 
around—it might be happening right now in your 
own Office. Perhaps not the same incidents but 
practices just as foolish, just as unnecessary, just 
as costly. 
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Desks of Hormel executives H. H. Corey, president (rear left), Park Dougherty, vice-president of 
Flavor-Sealed division (left foreground), and Jay Hormel, chairman of the board (rear, chatting 
with R. F. Gray, executive vice-president), are with those of rest of employees. 


THERES NO SWANK AT HORMEL! 


% OFFICE EXECUTIVES who feel that parti- 
tions and private rooms are necessary to the 
proper functioning of the office are always sur- 
prised when they visit the headquarters of George 
A. Hormel & Co., food products, at Austin, Minn. 

Two hundred and fifty steel desks are lined up 
in the large area shown in the picture, including 
those of Jay Hormel, chairman of the board, and 


his immediate assistants, H. H. Corey, president 
of the company; Park Dougherty, vice-president 
in charge of the Flavor-sealed division. and R. F. 
Gray, executive vice-president. 

Mr. Hormel’s one concession to conventional 
office practice is a private office which isn’t ex- 
pected to qualify for any “office beautiful” award. 

(Turn to page 70) 


At Hormel top brass sits out with the boys and girls 
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Multi-copy subscription order form designed by Lansing Library Service. 


unt AND J aces 


1 


2 YRS 


; PERIOD 
NP rE 


ia] 
N 
suescriPtio N - 
ORDER 
-eRVICE 
SERV 1 
rated re c ALIFORSTS 
OaK 
ithe 
perioo 
TI) 
RENEWAL 
new \ 
RipTiO! 
PLEASE ADVISE iF suBSTOWN ABO 


DIFFERS FRO! 


invoice 
sHowine 


First copy is sent to publisher. 


Second, 


third, and fourth copies are filed in Lansing by magazine title, expiration date, and name of subscriber. Expiration 


date copy is sent to subscriber two months in advance of expiration date. 
and for what period, signs the form, and returns it to Lansing, who handle the renewal. 


FIL 


e cor’ 


eque 
ax. matetiol YO" diat's New 


sted fot 


Purchose 


. + hans 


by Lansing accountant. 


LEFT: These transmittals are 


stapled to publications or- 
dered through the ‘What's 
New" service. Loan transmit- 


tal is blue, file is yellow, for 
quick identification. 


LOAN COPY 


The publicet 


r 


you req 
from "“"Whet's New" 
be sent whew avsilable. 


Pleose return by 


P.O. Box 660 


What's Mew Bulletin—Loan Copy 
Form No 84 2-47 10-4 er) 


OAKLAND 4, CALIFORNIA 


ted for loan 


Monthly Bulletin of New Publicctions 


NOTE: I) your order 1s mot complete, balance will 


LANSING LIBRARY SERVICE 
DIVISION OF SAFEWAY STORES, INCORPORATED 


PRINTED In BA 


RIGHT: Title of periodical is typed 
at top of the routing slip. Names 
of executives who wish to receive 
magazine are typed in advance 
(using carbon paper for multiple 
copies). Page number of articles 
of particular interest is sometimes 
noted. This slip is stapled to the 
magazine itself. 

“For Your Information’ is a gen- 
eral transmittal slip, folded at dot- 
ted line and clipped to books, book- 
lets, or any publication sent to a 


Safeway executive for his files. 
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He indicates 


form 


whether he wishes to renew, 
Remaining copies are used 


vs OM) OmANine St ON w04 


FOR YOUR INFORMATION 


From: LANSING LIBRARY SERVICE 


To: 


LANSING I 


No 


TS 


aetTuRN TO ais 
1BRARY SERVICE 


” contac wu © 
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"Customer" side of Lansing Library, from a corner of the business office. Walls are soft blue-green. At left is Refer- 
ence Librarian, available to help users of the library find what they want, to conduct library research, and to com- 
pile bibliographies. Book-lined reading room is in background, partly obscured by one of two circular red leather seats. 
A Safeway executive is seen scanning a magazine from the 
display rack. 


Stacks at right hold books, periodicals, and pamphlets. 


LIBRARY SERVICE FOR THE OFFICE 


By Isabella M. Frost 


Manager, Lansing Library Service, 
Division of Safeway Stores, Inc., Oakland, Calif. 


* WHERE is Little Suamico? How many tons 
of tuna were caught in 1946? How many foot- 
candles are recommended for highly skilled desk 
work? How many cars entered British Columbia 
from the United States last year? Who are the 
officers of the Blank Co.?)> How much air does a 
chicken breathe? How did “pascal” celery get 
its name? What steps will reduce office red tape 
and routine? 

Any normal working day brings questions like 
these to Lansing Library Service, a Division of 
Safeway Stores, Inc., retail grocery chain. with 
headquarters in Oakland, Calif. More and more 
businesses are realizing that such a library is 
valuable to its company as a fact finder and all- 
important to the progressive firm that wishes to 
keep informed and alert to changes in business 
and economic conditions. 
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Just what is a business or “special” library? 
A popular conception of the company library is 
the employee recreational library, where every- 
one from mail boy to president may borrow fic- 
tion, mystery stories, and self-improvement books. 
Less well known is the business or technical as- 
pect of the special library, which serves the busi- 
ness itself on the profit side of the ledger. To do 
this the library houses a collection of printed ma- 
terial in the special subject field in which the 
company operates and slants all its services to 
that organization’s needs. 

The library may be a separate organizational 
unit or part of another department such as adver- 
tising or research. It may be staffed by one li- 
brarian and a clerk—or the personnel may in- 
clude twenty or more. The primzry functions 
are to (1) find needed facts quickly as requested, 
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LAnNSING treRae} 


Lansing Library 


Publications 


FROM 
TO 


LANSING LIBRARY SERVICE 
Division of Safeway Stores, Incorporated 


(Divides @ Compony Nome) 


(Arte Persone! Meme) 


P.O. Box 660 -§ 
Oakland 4, California (PO. o Street Adare) 
WHAT'S NEW 


Vol. IV, No. 10 October, 1947 


ORDER BLANK 
Instructions for Ordering: 
For each publication listed in “What's New” a serial number is given at the end of the entry. For your convenience in 
ordering, these aumbers are listed below in consecutive order 


If you wish to borrow a copy, check the corresponding number in the LOAN column. A library loan copy will chen be 
sent to you, with « transmittal slip showing the due date. If an extension of time is needed, please advise 

if wish to Aeep a copy in your office files for future reference use, check the corresponding number in the TIL 
pod sg If more than one copy is desired, specify number of copies in place of check mark. Charges for orders $2 WW oF 
over will be billed. 

Numbers preceded by “A—” indicate “Lansing Abstracts” will be supplzed, rather than reprints ur phutostatc copies 
of the entire article. digests of magazine articles need nt be returned, 


LOAN FILE LOAN FILE LOAN FILE FILE FILE Fir 
1216 12M i244 A-S14 ASM A454 
wi? uM 1245 A-SIS ASM ASS? 

- A516 ASS? A538 
1206 
1218 1232 A-SI? ASM A489 
1219 1233 1247 A-Sim ASO A4S@ 
1248 A-S19 As40 A-S61 
1220 1234 
A520 A-SAl A-562 
1249 : 
1221 1235 AS21 A-SA2 ASG 
1250 A-$22 AAA ASA 
1222 12%6 1251 A-S25 A-Si4 A-S65 
A524 AS4S AS 
4225 7 
ws 0232 A528 A546 A567 
1224 1238 128 A-$26 A-S4> A568 
A-$27 A548 A509 
1225 1249 258 A-528 AS49 A-S70 
1226 1240 1288 A529 A580 ast 
A530 ASS AS72 
1227 1241 1256 A-S31 A-S82 ASS 
" J Asy4 
1228 esa aes A-S32 A-353 
ASS A534 A-575 
1229 1248 1258 ASM A-SSS 4-56 
C] AL$76 -LANSING ABSTRACTS INDEX, A-$14 through A-576 
September 2 through September so. 147 
Chech Hove 


como mu ee 


“What's New" is sent to Safeway Stores personnel through U. S. 
and western Canada. These individuals may check on the enclosed 
order blank which of the publications they would like to borrow or 
keep. Lansing Library then records and fills the orders. Order 
blank is printed in one of sequence of five colors on 216 sulphite. 
"What's New" is printed on heavy, uncoated white stock. The pic- 
torial letterhead, title, and a block type line at the bottom of the 
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sheet are printed in maroon red. 

Current informative magazine articles are condensed (by per- 
mission) and Mimeographed on light green paper with printed 
letterhead for the “Lansing Abstracts" which are sent out daily 
to key personnel; each month they are listed in "What's New" to 
make them available to all in the organization who might want 
material. 
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Lansing Library editorial department, which prepares and issues “What's New" and “Lansing Abstracts." 
tain some of the pamphlets and booklets distributed through ‘What's New”. 
lications (among her other duties) on order record cards kept in small file caddy. 


department 


Shelves con- 
Girl at left records orders for these pub- 
A new display publicizing editorial 


services has just been arranged on the bulletin board in the background and is now ready to be hung 


in the library entrance hall. 


(2) keep its company’s executives informed of 
new developments and research that may affect 
them, (3) anticipate questions and future re- 
search, so as to keep the collection up-to-date and 
tailored to the company’s needs. 

The special library is not merely an archive for 
books and other publications. It strives always 
to get the information these books contain out to 
the people who need it. To do this, the special 
library offers a remarkable range of services. 
This article describes some of the services of 
Lansing Library. Certain of these services may 
be enjoyed by the very small business or one 
which is not yet ready to set up a special library. 
An office manager or executive secretary may co- 
ordinate and offer some of the so-called library 
services. However, the business or corporation 
that recognizes the need for and benefits from a 
bona fide business library will find it most eco- 
nomical and useful in the long run to engage a 
trained librarian to organize it.* 

Since the primary role of the library is to make 
available printed information, it must have pub- 
lications in order to function. Thus, the Order 
Department of Lansing Library Service appears 
first in the work-flow chart of this company. The 
librarian keeps abreast of new publications as is- 


* For more information on how to establish a business li- 
brary in your company, write to head office of Special Li- 
braries Association, 31 East 10th Street, New York a x. &. 
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sued and selects those that will be of particular 
value and interest to Safeway Stores operations. 
These are ordered for the library’s collection as 
well as for other company offices who request 
them. Subscriptions to newspapers, magazines. 
trade journals, and services are entered and re- 
newed for all offices and plants. In a business 
library the ordering is done in the most econom- 
ical and time-saving manner. Frequently it is 
possible to obtain discounts on quantity orders 
for publications and subscriptions. Some _ pub- 
lishers offer a special library discount. The li- 
brarian can cut many steps from the ordering 
process by using special forms. A Publication 
Requisition form is used by Safeway offices wish- 
ing to procure books, directories, pamphlets, re- 
prints, or subscriptions. Lansing uses Purchase 
Order and Subscription Order forms to minimize 
time spent in ordering and accounting routine. 
All three of these are multi-copy forms which are 
variously filed for complete records and follow-up. 

To a certain extent, office management may 
offer this sort of order service. The greatest 
problem is learning of newly published items and 
knowing from whom to order them. There are 
a number of standard sources that may be period- 
ically checked for new material in subject fields 
of interest. These include announcements from 
book stores, catalogs from publishing houses, book 
lists of public libraries, reviews in periodicals 
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and trade journals, and United States and state 
government lists of publications. 

All publications received in Lansing are classi- 
fied by the Catalog Department for quick, easy 
reference. Card files contain records of books and 
pamphlets in the collection by subject, title, and 
author. A cataloging practice that might be used 
by the general office is the recording of all pub- 
lications the company has and the offices in which 
they may be found. For example, the Controller 
may receive financial services, the Purchasing 
Agent may have a directory of manufacturers, 
the Personnel Manager may subscribe to an in- 
dustrial relations service, the Sales Manager may 
have a set of telephone directories for all cities 
in which the company has distributing outlets. 
A record of the location of these publications may 
easily be kept on cards. This Catalog makes it 
unnecessary to have duplicate copies; here again 
a special library practice makes the information 
sources available to all at little cost. 

In the large company with diversified opera- 
tions and considerable personnel, a subject  in- 
terest file is a helpful guide in routing magazines, 
disseminating current information, and circulat- 
ing books and pamphlets. This file may be pre- 
pared on cards to show the interests of the vari- 
ous executives, on the basis of the stated func- 
tions of their department and their job title. 

Almost every business office subscribes to at 
least a few current affairs magazines, financial 


oe 


dailies, trade journals, or business periodicals 
such as OFFICE MANAGEMENT AND EQUIPMENT. 
The secretary or office manager may be of great 
service by centralizing the routing of periodicals. 
Although Lansing Library carries several hun- 
dred subscriptions, the following routine for han- 
dling the magazines might be adapted by any busi- 
ness office with only a dozen or so subscriptions: 

In Lansing a card for each title is filed in a 
Kardex. This card indicates when the subscrip- 
tion was entered and colored graphamatic signals 
show when it expires, and also notes the execu- 
tives who have asked to see the periodical reg- 
ularly. When a new issue is received it is checked 
in the Kardex. Next, the appropriate pre-typed 
routing slip is pulled from a sorting tray and 
stapled to the periodical. which is then dispatched 
to the personnel. When all have read the mag- 
azine and it is returned to Lansing, the Kardex 
card is “green-dotted” (to show the magazine has 
been returned from routing) and the periodical 
shelved. 

One reason the cost and upkeep of a special 
library is relatively low is that pamphlets, book- 
lets, clippings, reprints of magazine articles, and 
ephemeral material of a few pages generally make 
up the backbone of the reference collection. 
These, in subject-labeled folders in vertical file 
drawers, are called the Information Files. Infor- 
mation and statistical data in booklets and pam- 

(Turn to page 64) 


Lansing Library business office, showing part of the staff. Girl standing at left is filing pamphlets in subject-labeled 
Remington Rand Princeton Files, shelved on one of several metal stacks. Office manager and accountant are seated 
at left. Order department takes up three desks at back of room. Girls in right foreground are catalog department. 
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27-DRAWER STORAGE CABINETS 


Will pay for itself many times over as a valuable money-saver in locat- 


WIDE HIGH DEEP 
Cabinet size 30° 37%" 13%" 
Inside drawer 9” 3%” 12° 


No. 2712 
office forms, printed matter, art work, cuts, photographs, tools, etc. 


$ goo 
Olive green or Cole gray crinkle finish. a 


Cuts or photographs of all items available on request. Prices 20% higher in Denver and West of the Rockies. 
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A OLE we spon 


PORTABLE DESK FILE 


Upper compartment for visible data. 
Takes hanging or regular folders. 
Top slides closed, has lock and key. 
Lower filing drawer for other rec- 
ords. Ball bearing rollers. Desk 
height. In green or gray crinkle 
Finish. 

No. 854, letter size 

No. 858, legal size 

Lock on lower drawer, add.. $2.50 


COLE “air-flo” 
— FINEST FILES EVER BUILT! 


The only cabinet having a suspension cradle within a 
suspension cradle — giving drawers silent, smooth, 
feather-touch operation and lifetime strength. Each 
drawer equipped with fool-proof catch. ‘‘Air-Flo’’ 
drawers operate to full suspension . . . the last folder 
is right at your fingertips. For hanging or regular 
folders. Two drawer: 14%,” wide, 30%.” high, 285%” deep 
Four drower: 14%,” wide, 51%” high, 285%” deep 

Green or Wolnut or Lock 
Gray Mahogany —_(odditione!) 

No. 1002 (two-drower): $45.00 $54.00 $9.00 

No. 1004 (four-drower): $64.75 79.75 11.00 


Cuts or photographs of all items available on request. 
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ST E EL C A R D C A B | N ETS Constructed of heavy cold-rolled 


furniture steel, electrically welded throughout. Units can be stacked. 


ONE DRAWER UNITS (!500 cord capacity) TWO DRAWER UNITS (3000 card capacity) 
No. Card Height Width Green No. Card Height Width Green 
C335 3x5 54” 6/2” $3.60 C3352 3x5 5'/,” 12,” $6.30 
C346 4x6 6!” 7'/.” 4.20 C3462 4x6 b'/,” 14%” 7.20 
C358 5x8 74” WW” 5.40 C3582 5x8 7'f,” 18%” 9.60 
C36? 6x9 8h” 10!/,” 8.40 C3692 6x? Bi,” 201” 12.00 


STEEL STORAGE CABINETS 


Will keep your office supplies and printed matter clean and 
orderly. Ideal for hand tools, or even liquor. Two-way 
locking device controlled by a paracentric lock. Two ad- 
justable shelves. Olive green or Cole gray crinkle finish. 


No. 349-L 37%” high, 30” wide, 18 2" deep $45.00 


STEEL UTILITY CABINETS 


Designed for many uses. Will keep your office sup- 
plies, catalogues and printed matter neat and orderly. 


Improves the appearance of your office. Two adjust- 


able shelves. Olive green or Cole gray crinkle finish. 


Size: 37 2” high, 30” wide, 18” deep. 
PON WP cs. scianinstexisivisees 


Prices slightly higher in Zones 2 & 3. 
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STURDY CONSTRUCTION — so that Prontos will stand 

all abuse, they are built of 275-lb. test corrugated board 
" and reinforced with steel not only on the shell but at the 
four corners of the drawers as well. 


7 SAVE FLOOR SPACE — they are constructed so that you 
A can interlock them into solid units and stack them as high 
- as the ceiling thereby saving valuable floor space. 


; LOCATE YOUR RECORDS EASILY—no more need of 
| fussing and fuming. When Pronto files are used you can 
get at all records just as easily as if they were in your regu- 
lar active files. 


BEAUTIFUL APPEARANCE — Pronto files are beautiful 
in appearance, finished in an attractive olive green. The 
steel drawer front matches your regular active office files. 


No. ted U Inside Dimensions Price 

iil — es Width Height Length _Single Carton 
1210L tLetter Size 12% 10% 24 $3.85 $3.75 
T510L Legal Size 15% 10% 24 4.85 4.75 

109L Invoices 10%, 8%, 24 3.40 3.30 

108L *2 Rows 8x5 Forms 10%, 83, 24 3.65 3.55 
1941L Drafts or Checks 9%, 4% 24 2.60 2.50 
1941M Checks 9%, 4% 18 2.55 2.45 
1841L Deposit Slips 8%, 4% 24 2.60 2.50 
1731L Tabulating Cards 7% 34%, 24 2.55 2.45 
1961L Record Cards o"%, 6 24 3.10 3.00 
1971L Freight Bills 9% 7 24 3.10 3.00 
1851L 5x8 Forms 8%, 5% 24 2.85 2.75 
1245L *4x6 Cards (2 Rows) 127/, 5 24 3.40 3.30 

103L *3x5 Cards (2 Rows) 107/s 34%, 24 3.35 3.25 
1212M +Ledger Sheets 12% 12% 18 5.80 5.70 
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PRONTO FILE CORPORATION| 
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“STEEL FRONT” Storage Files 


FOLLOW BLOCKS 


75¢ 


ADDITIONAL 


MADE FOR 
ANY SIZE 
FILE 


LETTER SIZE 
No. 1210L 


SANITARY BASES 


No. 1510L 
for all size files 


Prices 20% higher in Denver and West of the Rockies. 


LEGAL SIZE 
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NEW THINGS 


BELOW: 


EXCEEDED SALES QUOTA. The Crest Club of the McBee Co., 
Athens, Ohio, held its annual meeting recently in Atlantic City, 
N. J. The organization is the honor club of the sales department. 
Membership is gained by exceeding sales quota for the fiscal year. 
F, W. Patterson, Greensboro, N. C., was elected president. Chosen 
also as members of the board of governors were: A. G. Van Loosen, 
Detroit; George Bryant, Rochester; W. M. Rose, New York; E. H. 
Edling, New York; H. F. Augustine, Sherwood, Wis.; L. O. Mc- 
Millian, Pittsburgh; B. B. Vercoe, Cleveland; and R. L. Gregg and 
F. E. Betz, both of Columbus, Ohio. This year members were 
present from practically every territory in the United States and 


Canada. 


ABOVE: 


A ROYAL SETTING.  Custom-built furniture and wall 
panelling of pickled walnut are the highlights of the newly 
decorated conference room designed by Beeston Stott- 
Patterson, New York, for the Royal Typewriter Co., 8 Park 
Ave., New York. 

A corner of the tenth floor of the 2 Park Ave. Bidg., with 
windows on two sides, was walled off to form a room meas- 
uring 18 feet wide by 32 feet long.. A new acoustic ceiling 
with recessed down lights was installed and all radiators 
were enclosed. A secret door was constructed to conceal 
a coat closet. The floors are covered with a deep green 
carpet and the chairs are unholstered in dark green leather. 
The venetian blinds are a soft grey-green. 

The conference room will be used by Royal for meetings 
of the board of directors and for sales conferences. 
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ABOVE: 


A LIFTER. The Victor Safe & Equipment Co., Inc., North 
Tonawanda, N. Y., offers a new desk tray with a lifter in front. When 
you press the action lifter lightly, the papers pop out. Made of 
heavy metal, it is equipped with resilient rubber feet. Finished 
in grey, olive green, or brown enamel. 


ABOVE: 


LEFT: 


MANUALLY OR ELECTRICALLY 
OPERATED. The Todd Co., Rochester, 
N. Y., is producing two new Protecto- 
graph checkwriters to handle checks of 
virtually all sizes, styles, and arrange- 
ments. Featuring a new locking mech- 
anism which prevents misuse of the unit, 
the new checkwriters are the Model 75, 
left, electrically operated, for disburse- 
ment operations averaging more than 
300 checks, and Model 70, right, a 
manually operated unit for operations 
averaging not more than 300 checks. 

Both feature a new voucher or sheet 
receiving cylinder which enables the 
machine to handle top-stub vouchers or 
multiple-check sheets, as well as ordi- 
nary commercial and bank checks, drafts, 
and personal checks. The sheet area 
above the amount line on such larger 
check forms winds within the receiving 
cylinder, enabling the amount line to 
be positioned for imprinting. Position- 
ing stops enable accurate placing of the 
protective amount. 

Exteriors styled by Henry Dreyfuss. 
Made with either a seven- or nine-bank 
keyboard. Buyers are provided without 
cost, insurance policies covering losses 
resulting from change of date, number, 
payee name, amount, and forgery of 
signature or endorsement. 


THIS IMPROVED type spring balance utility scale is sturdily 


built for long life. Has a capacity of 50 pounds. Brightly brass- 
plated front. The numbers are clearly etched. From the Oxwal 


Tool Co., Ltd., 928 Broadway, New York. 


LEFT: 


A REMINDER. Two program times are offered by the Zenith Elec- 
tric Co., 152 West Walton St., Chicago 10. The Zenith P-15-24 can 
automatically be set by turning the minute hand. Circuit closure will 
give signal of from 2 to 60 seconds duration as desired. It is use- 
ful where start-and-stop work signals are needed. The PR-15-24 is 
used wherever it is desired to control radio programs, and record 
players. Both sell at $49.50. 
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RIGHT: 


FOR PHOTO COPYING. The General Photo Products Co.., 
Chatham, N. J., announces the availability of its Tru-Copy-Photo 
photo-copying machine. Manually operated, but has automatically- 
set electric timer. Copy surface is 14 by 20 inches. Simple to 
operate. Made of heavily re-inforced plywood, covered with wash- 
able rubberoid cloth, heavy hinges, durable clamps, and unbreakable 
Tufflex glass. Complete with necessary accessories such as trays, 
dryer, paper, chemicals, color filter, red pilot light, squeegee board, 
and glassware. Operates on 115 volts, AC, in ordinary office light 


without need for darkroom, focusing, or heating unit. List price 


$220 f.0.b., manufacturer. 


RIGHT: 

IN DARKEST AFRICA. For the first time in 
history, the daily activity of an expedition into 
Africa is being recorded. The Gray Audo- 
graph is being used on the Gatti Expedition 
to the Mountains of the Moon in British East 
Africa. Shown in the expedition's master trailer 
are Attilio Gatti, explorer and research scientist 
who heads the expedition, and Walter E. Dit- 
mars, demonstrating the Audograph voice re- 
corder, who as president of the Gray Mfg. Co., 
16 Arbor St., Hartford, Conn., presented the 
expedition with the equipment. 

Mr. Gatti will test American-made electronic 


equipment under the most severe service con- 
ditions. 
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LEFT: 
TELEPHONE HEADSETS UNNECESSARY. This new electronic 


unit permits group telephone conversations without the use of 
individual telephones and head sets. The Jordaphone is excellent 
for use in long distance or other telephone conference calls when 
it is desirable for a number of executives such as sales managers 
all to be in on the conversation, or merely to hear the top sales 
manager outline plans to a number of division heads and their staffs. 
Called the Jordaphone, the new equipment consists of a cabinet 
and a microphone. It is not physically connected to the telephone 
line, but is plugged into an electric outlet. Here's how it works: 

A telephone call comes in. You lift the receiver, and place it in 
the inset on the top of the new machine. The machine electron- 
ically amplifies the voice, so that it is heard by all in the room. 
To answer the person speaking, you use the microphone instead of 
the telephone hand-set. You can sit three feet or more away from 
the microphone. The device also has a setting for near or far 
conversations. When a knob is turned you can pick up talk from 
persons sitting a great distance away from the microphone. The 
Jordaphone measures about 30 inches high and a foot square in 
width and length. It weighs about 80 pounds. Made by the 
Jordanoff Corp., 595 Madison Ave., New York 22. 
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ABOVE: 

INTERCHANGEABLE. The convertible clerical-secretarial desk of 
Butler Bros., 430 West Randolph St., Chicago 6. Model 24626, with 
a top size of 58'/, by 3634 inches, said to occupy 23 percent less 
space than conventional 60 by 34 inch desk. Becomes a secretarial 
or typist desk with the addition of typewriter platform model TU, 
which can be changed from one pedestal to the other. Walnut 
veneer. 


ABOVE: 


BELOW: 


A NEW DESIGN. Here is a 3-by-5 card-tickler file intro- 
duced at the Stationers Convention by Elmer Krumwiede & 
Associates, 320 South Jefferson St., Chicago. This improved 
unit features a piano type hinge, rounded corners, and one- 
piece die-pressed aluminum body and cover. There are no 
seams or welds to mar the smooth baked-on hammered finish. 
Comes packaged in attractive individual cartons. Manu- 
factured by the Home-O-Nize Co., Muscatine, lowa. 


TO CHECK THOSE STENCILS. The new Technyscope is lighted 
with fluorescent tubes. This model F-2 is the same as Technygraph's 
standard model, except for the method of illumination. The lighting 
unit is entirely enclosed. The writing area is evenly illuminated. The 
glass of the scope and the stencil remain cool. Has handy push- 
button switch. The lighting unit can be purchased and attached to 
any of the metal Technyscopes now in use. This unit and its com- 


LEFT: 


ecutive type seating 


ponent parts, if used with AC-110V-60 cycles, is guaranteed for a 
period of one year. Each unit has the Underwriters’ Laboratories 
label. Complete with lighting unit and two 18-inch fluorescent 
lamps, $29.50. From Technygraph Co., Techny, Ill. 


THIS ADJUSTABLE RADIUS CHAIR from the Wheeldex Mfg. 
Co., 53 Park Row, New York, is available with either posture or ex- 
It is regularly adjustable on a radius up to 
22 inches, but may be made longer on special order. Ideal for use 
in any circular or semi-circular work area, or where it is desirable 
for a person to cover a large area without dragging a chair across 
the floor or without being tied down to tracks. Mounted on three 
large sets of ball bearings. In a black crinkle finish base and 
chrome steel radius bar, or other colors on special order. 


January, 1948 


a 0) re “ae oo D. re: or ee ay a i De “Tae gee 
4 bad 
: r rate ¥ es - + i, ee sia 2 on 
*~ ah } SO So aa tea rte = be Pe 
4 ea es -_ “|. ten eco aca > 
- #£ — we = Pe! ast. ie Fi 4 
. i a Wen BTS | 
— ae 
ee ite 
. ' \ TD 
oe is fj : = q 
a hg a \ 
ao 7 estoy J 
4 — x E 
4 Alt A LEV CULE 
= Tim ‘ 
7 * . Hl |! | l l | 
- - ¢ t 1 \| ! 
of a {i \\ | HH] 
e Cn Hit 
of cui 
4 
_ . [ a ~» 
a Bs 
ae ye Be, 
o - , SS bys 
< fe > q ne “ 4 % j 
, | iN ( oO ? | 
: ae 
cz : / 
ie 
am 
Deh te2 ‘ 
ie ee 
* "f 
rs . Sno 4 — 
: a, 2a | 7 
be i VS ‘ 
Das : f a ———) t vis 
j ; ; se ‘a vy So pe : Pi ae 3 
: 4 £ : : iz 7 * om 
hs : x BS a De 
ie: + aa ze > GA. SE sea. 
ar ’ 
i : L_| OFFICE MANAGEMENT AND EQUIPMENT Po 
acu 
me a 2 ae. a m4 i I< ae =. as & 
5. = io , + a re be a 8 = " . “ee re ae Ps ea a > BN a ey =. : é , y 


intro- 
de & 
roved 

one- 
re no 
finish, 


Aanu- 


BELOW: 

AGAIN AVAILABLE. The Pronto File Corp., 285 Madison 
Ave., New York, has announced that after an absence of 
five years Pronto steel-front storage files are again available. 
They are built of 275-pound test corrugated board and rein- 
forced with steel on the shell and at the four corners of the 
drawers. Can be interlocked into solid units and stacked as 
high as the ceiling. Finished in olive green. The steel 
drawer front matches regular active office files. 


LEFT: 


ABOVE: 

EXTRA LARGE office machine stand from Maso Steel Products, 
500-32 South Throop St., Chicago 7. This model, No. 2418, the 
Aristocrat, has a raising and lowering device, and two 9 inch dro 
leaves. It measures 18 by 42 inches when opened. The Vp-ineh 
tempered Masonite top has a grained walnut finish. The metal has 
a baked enamel walnut finish. Set up at the factory, the Aristocrat 
retails at $21.75. Packed one to a certon, weighing 30 pounds. 
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A SMALL, POWERFUL MAGNET is molded in the cap of the 
new Stratford Magnetic pen. The pen cap flies into place and is 
held securely over the point when the pen is not in use, and 
over the barrel-tip while the pen is in writing position. The pen has 
a long narrow 14 karat gold point, which is excellent for makng 
multiple carbon copies. Made by the Stratford Pen Corp.. Salz 
Bldg., New York |. 


BELOW: 


THREE SECTIONAL PIECES of over-stuffed leather covered office 
furniture have been added to the line made by Cardinal Sales, Inc. 
5631 West Madison St., Chicago 44. The pieces can be rearranged 
to fit various needs. All have double coned springs, hand tied and 
knotted with 6-ply twine, and ginned moss filling. Webbing con- 
struction is Sengs new Cable-Eze foundation. Available in Blanchard 
Bros. top grain or machine buff leathers and Goodall plastic ma- 
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ABOVE: 

FOR A BETTER FILING DEPARTMENT the Cole Steel Equipment 
Co., Inc., 285 Madison Ave., New York, developed the No. 1002 
two-drawer desk high Air-Fle steel file. It measures 30!/2 inches high, 
1434 inches wide, and 2854 inches deep. Each drawer has a fool 
proof catch and improved cradle type ball bearing suspension slide. 
Automatic lock controlling both drawers is optional. 


BELOW: 
LEATHERETTE DESK ACCESSORY LINE. The Oxford is so 


designed and constructed that the items resemble hand- 
tooled, leather-bound, matched volumes. The set, waste 
basket, desk pad, personal file, and desk secretary, is made 
of dark red mottled leatherette, trimmed with gold stamped 
borders and crests; the title panels are in black. The book 
motif closely follows 18th Century book binding practices 
and includes raised beads, title and author panels, authentic 
spines or backbones and illuminated gold tooling. Approxi- 
mate retail prices: waste basket, $7.50; desk pad, $4; per- 
sonal file, $4; and desk secretary, $3.50. Presented by the 
S. K. Smith Co., 2857 North Western Ave., Chicago 18. 
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BELOW: 

HOLLOW SHAFT ELECTRIC ERASING MACHINE an- 
nounced by the Charles Bruning Co., 4754 Montrose Ave., 
Chicago 41, for clean, smooth erasures on tracings, drawings, 
copy, in the matter of seconds, through the revolving, con- 
trolled, and firmly held 7-inch eraser. Eraser may be inserted 
through either end of the hollow shaft; a simple draw ring 
on chuck holds it in position. An induction motor and nose 
bearing mounted in rubber provide for smooth, quiet-run- 
ning, and freedom of vibration. Fits hand comfortably. Con- 
trol switch button located for fingertip control; switch may 
be set for continuous eperations if desired by simply press- 
ing down and back on switch button. Motor is mounted on 
precision ball bearings, sealed against dust and dirt. No 
lubrication necessary, no brushes, no radio interference. 
Sturdy, lightweight die-cast aluminum alloy housing weighs 
only 20 ounces; finished in a dull red, crinkle finish. Packed 
with each machine are three 7-inch erasers; soft, medium, 
and gritty in texture, for trial purposes to determine type 
best suited to specific requirements. 


ABOVE: 

THIS EFFICIENT cocktail smoker is introduced by the La Salle 
Products Co., 2216 Clybourn Ave., Chicago 14. It has a simple effi- 
cient device for easy and fast emptying and cleaning of the ash re- 
ceptacle. Available in two finishes, Old English with solid brass, or 
stainless steel with chrome. Priced to retail at about $24 and $26 
depending on finish. 
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RIGHT: 

an- THIS ELECTRIC CARD STENCIL TYPEWRITER is 
ve., the latest addition to the line of electric typewriters 
gs, made by the International Business Machines Corp., 
on- 590 Madison Ave., New York. Has a special carriage 
ted for holding and feeding card stencils, and a frame for 
ing holding a backing strip or roll to protect the platen 
ose from defacement. It also has a separate record strip 
un- roll holder which may be used to keep a carbon rec- 
on- ord of the stencils cut. A carbon-faced backing roll 
nay may be used to facilitate the reading of the com- 
3S5- pleted stencils. 

ae This twelve-inch machine accommodates stencils up 


No to 4!/2 inches in width. Stencils, two inches (five 
lines) or less in depth can be typed on the upper 


oe margin; stencils more than two inches in depth, such 
wi as a four-inch card, can be typed only on the lower 
a two-inch position of the stencil.. Adjustment to han- 
me dle stencils of any width under 4!/2 inches can be 


made by substituting a special-length platen. 


ABOVE: 


STATIONERY MERCHANDISE. New model P-150 executive sta- 


BELOW: 

INEXPENSIVE RULER. This 5-cent brass edge ruler is scaled in 
inches and metric measures. It has protractor and combination 
scales on the back. A similar 10-cent ruler is available. Made by 
the Seneca Novelty & Printing Co., Seneca Falls, N. Y. 


_a Salle 
ple effi 
ash re- 
Fass, oF 


and $26 
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tionery rack, made by the Art Steel Sales Corp., 300 East 145th St., 
New York. Has plastic sides and roll top and metal housing. This 
item comes in one size only. It is 145/16 inches deep, 6!/4 inches 
high, and 10 inches wide. 
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RIGHT: 


SMART IN APPEARANCE and efficient in operation is Water- 
man's Penwell. The Flow-Control cap make is possible to utilize a 
complete bottle of ink, placed flat on its side, in the base. Available 
in black, red, tan, and mottled brown plastic. Takes up only four 
inches of desk space. Comes with a special Waterman's pen made 
of stainless steel. The pen is fitted with a special reservoir type 
of feed which holds enough ink to write several hundred words 
ar gr dips. From the L. E. Waterman Co., 344 Hudson St., New 

ork 19, 
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a re BELOW: 

7 COMFORT IN THE OFFICE. A 2-inch, ball-bearing 
i ; office chair and furniture caster is being manufactured 
by the John Cavanaugh Company, 7372 Sunset Ave.., 
Los Angeles. For immediate delivery in reasonable 
quantities. Raceways are made of case-hardened steel. 
Stem models are finished in oxidized bronze, plate 
models are cadmium plated. Wheels come equipped 
with non-marking composition rockhard rubber or with 
cushion tread. The plate caster is also available with 
steel wheels for hard floors. 


ABOVE: 


A NEW SERIES of desks, the Empire 1000 Series, is available from 
the Hoosier Desk Co., Jasper, Ind. Shown is the No. 1560, clerical 
flat top desk. It measures 60 by 32 inches, and has an inset back 
for knee space. Also in the line are desks for conferences, inter- 
views, dual purpose, and standard models of secretarial and clerical 
desks. The desks have semi-flush panel construction and sled runner 
bases. They are 29 inches tall, adjustable to 30!/2 inches. The deep 
drawers will hold card files measuring 3 by 5, 4 by 6, and 5 by 8 
inches. Equipped with solid cast metal drawer pulls. 


RIGHT: 

WON'T LEAK. The new Spil-Pruf desk set has many features. It 
wen't spill if tipped or turned upside down. Any ink can be used 
in the reservoir, including India ink. It will not draw. The pen has 
interchangeable nibs, fine and medium heavy. The small drawer is 
for the extra nib and stamps. It will not break if dropped. Avail- 
able in mahogany, red, blue, maroon, green. or black. From the 
Hamilton Industries, Inc., 2736 Colorado Blvd., Los Angeles 41, 
Calif. The company recently appointed Velma Weaver as sales 


manager. 


LEFT: 


A DESK MODEL bookkeeping machine which is easy to operate is 
offered by the R. C. Allen Business Machines, Inc., Grand Rapids, 
Mich. It will post statement, ledger, and proof fournals simul- 
taneously. Compact, and low cost. Finished in pearl grey color. Can 
be used on any desk. The machine features front feed form insertion, 
true credit balances printed in red, tabulator bars easily changed, 
and visible dials. It also has automatic dating, automatic carriage 
control, non-add and subtract, and automatic carriage tabulation. 
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WHAT'S - 
AVAILABLE 
NOW? 


By Kimball Darby 


% THIS is the fifth installment of our market 
summary of available office equipment, compiled 
for the benefit of those purchasers who are inter- 
ested in a concentrated descriptive list of business 
machinery and furniture. 

Each month one of the many categories of office 
devices and one of the many categories of office 
furniture will be presented, until the field has 
been completely covered. 

Featured in OFFICE MANAGEMENT & EQUIP- 
MENT’S February issue will be time clocks and 
time recording devices; and wardrobe cabinets 
and lockers. 

We shall be glad to have any criticism or sug- 


OFFICE 


American Wall Safe Mfg. Co., 
29 Pearl St., Worcester, Mass. 

American Wall Safe 
@ Dimensions 7” x 10” x 14” (approx. 1 cu. ft. of storage 
space. Steel vault with asbestos lining, aluminum alloy 
(5 per cent nickel) door and door frames; all moving parts 
solid brass including combination dial and knob. Round 
face front of door and door frame have mirror-like finish. 
and are the only visible parts when installed. Concealed 
hinges, precision fit, tamper proof door 134” deep, easily in- 
stalled in brick, concrete, or between standing studding 16” 
on centers. 

Equipped with a Yale 4-tumbler, 10,000 possible combina- 
tion bank lock. Combination easily reset by owner. Manu- 
facturers claim this to be the only low-price safe with the 


special Yale 4-tumbler lock. Price $39.95, f.o.b., Worcester. 
Mass. 


Art Metal Construction Co., Jamestown, N. Y. 
Model 170-19 Safe. 


@ Safe illustrated on pg. 51 is the largest in Art Metal's line 
of B or 2-hour Underwriters’ Laboratories classification. 
Three other models in this class are in production. 

Art Metal Safes, both 2-hour Class B, and 4-hour class 


January, 1948 


Ed. Wergeles, N. Y. 


gestions from readers respecting this series, so 
that we may make it of maximum value to all con- 
cerned in keeping the equipment of the office 
thoroughly up-to-date. 


SAFES 


A, are mono-dry insulated providing permanent protection 
with no loss of insulating value throughout the life of the 
safe, because the insulation contains no free or uncombined 
moisture. Carries the Underwriters’ Laboratories Class 
T-20 Burglary Label. Interiors are made to suit require- 
ments from an extensive line of Art Metal wide and half 
sections. 

Standard finish is Art Metal 710 grey, a metallic grey 
finish. Has heavy welded frame interstructure and is 
mounted on a strong and rigid 3” x 3” x °s” welded angle 
base mounted on easy-rolling wheel casters. Heavy 14” 
hinges welded to the safe frame and door permit doors to 
swing clear back against the sides of the safe. No con- 
tinuous metal connection between inner and outer walls 
to transmit heat. Tongue and groove, door and jam are 
fitted by machine welding. 


Brush-Punnett Co., 545 West Ave., Rochester 11, N. Y. 
The Sentry. 


@ Make only the one size; outside dimensions, 18” x 18” x 
24”; inside dimensions, 15” x 1242” x 12”; weighing approxi- 
mately 245 lbs. Made of full finished steel, bright parts 
chrome plated, painted a statuary bronze with baked enamel. 
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OFFICE SAFES 


(Continued) 


Claimed to be the only safe made where the frames and 
essential parts are stamped, making it essentially of one 
piece construction. Also claimed to be the only safe having 
the lock built into the door, giving double strength. Also 
claimed to be the only safe equipped with rubber wheels. 

Has three-number combination lock with a million pos- 
sible changes. Guaranteed to withstand heat for one hour 
up to 1700 degrees. List price, $49.50. 


Cramer Safe & Office Equipment Co., 
1417 McGee St., Kansas City 6, Mo. 
Cramer "Dropository" 


@ Length, 12”; depth, 742”; height, 7°. Has a slot opening 
142” wide, 1014” long, and 6” deep. Cramer will make in- 
stallation on any size safe or money chest. Materials are 
high carbon content steel castings. 

Significant feature of this device is that it provides a 
sufficiently large opening to accommodate large envelopes 
or money bags. Desirable for any business where drivers 
or collectors report at various times of day or night to 
make deposits of money collected. Can be installed on any 
existing safe in a wall or on any safe of the customer’s 
choice. Cramer will make installation or provide the unit 
with complete instructions so that installations can be made 
in the field. List price, $90. 


Diebold, Incorporated, Canton 2, Ohio 
Electric Recordesk Safe, Model 2212. 


@ Dimensions, 4142” high, 7134” wide, 38!,” deep; door 
operating head room, 80”. Brown enamel finish, toe strip of 
stainless steel. Other finishes available at extra cost. Has 10 
trays to hold 5x8 ledger cards (providing total of 224 filing 
inches without follower blocks), and 3 drawers for 5x3 sig- 
nature cards. Without additional cost this safe will be 
equipped with 8 trays for 6 x 8 cards or 6 trays for 8 x 8 cards. 
When ledger cards over 8” in height are used, signature card 
drawers are omitted and special depth pan can be installed 
at extra cost. 

Push button control of the Recordesk Safe provides less 
than 60-second opening or closing time, with a reserve but- 
ton to reverse either operation at any time. Hand crank is 
provided for manual operation in the event of power failure. 
Complete data on available electric current must be furnished 
when ordering. 


Top of ledger cards are 44” from floor. An adjustable 
height, linoleum top posting shelf of two-tray width is avail- 
able at extra cost. All records are automatically brought to 
counter height, the proper position for window posting and 
reference; this is the height for standing operators that will 
eliminate fatigue. 

The motivating force of the Model 22-12 is a single phase 
motor operating on 120 volt, 60 cycle, 8 amp. current. The 
door operating mechanism consists of twin worm gears on 
twin vertical propeller shafts. Power will be adjusted to ex- 
isting current facilities. Tray raising and lowering coincides 
with door operation. The Recordesk protects itself from lax 
operation; tray fans are automatically closed: automatic wir- 
ing cutouts prevent overload strains, and all signature card 
drawers must be closed before push button operation will be- 
come effective. Model 22-12 carries the label of the Under- 
writers’ Laboratories, Inc., for 2-hour fire protection; also the 
2-hour label of the Safe Manufacturers National Association 


Diebold Junior Recordesk, Model 2375. 
@ Manually operated; dimensions, 30',” high, 2612” wide, 
and 283,” deep. This model is standard with 3 trays for 5x8 


4e 
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cards. and one three-compartment card index drawer for 
5 x 3 cards. In each case, allowance of '2” is made for guide 
tabs. Space between the inner and outer steel walls is insu- 
lated with fire-resisting insulation. Complies with the re- 
quirements of the Safe Manufacturers National Association 
for safes having two hours’ fire resistance. 


Meilink Steel Safe Co., Toledo, Ohio. 

Hercules Safe-T-Vault Model FC-6. 

@ Dimensions: interior, 13” x 9%” x 534”; exterior, 17” x 
1273” x 914”. Electric-welded heavy-gauge steel plates 
inside and out. Thermo-Cel insulated. Pin-seal, wrinkle- 
finish in grey or green. V-groove moulded lid for fire-seal 
Soft. felt-like, maroon flox lined. Paracentric pick-proof key 
lock or combination. Weighs 65 pounds. 

Provides certified, furnace-tested protection for fire up to 
1700° within one hour. Specially engineered construction, 
tamper-proof hinges, convenient side-handles for easy 
handling. 


Price, $24. 


Mosler Safe Co., Hamilton, Ohio. 
Insulated Record Container, LF-4 and others. 


@ Furnished in two, three, and four-drawer heights, letter 
and cap file widths, with interchangeable interior metal 
units consisting of various types of drawers “tailored” to 
the requirements of the user. Finished in smooth or 
wrinkle olive green, smooth or wrinkle grey and grained 
walnut or mahogany as may be desired. 

Tested, approved and labeled by Underwriters’ Labora- 
tories, Inc., for 1-hour point-of-use fire protection, includ- 
ing 30-foot drop or impact test and explosion test; simi- 
larly labeled by the Safe Manufacturers National Associa- 
tion. Provides the protection of a safe combined with the 
convenience of a modern filing system. 

Receding, or “slide-in” doors make possible installation 
beside desks, doorways, windows, etc., as well as in bat- 
teries which form a roomy working counter; if desired, a 
more finished effect can be obtained by using metal bound 
linoleum tops furnished as an accessory. Receding doors 
also facilitate instant closing for protection of records in 
case of sudden daytime fire. 


Has a receding door with a continuous bolt bar engaging 
in a continuous groove in a body jamb, when the door is 
closed and locked. These bolts are designed to prevent the 
door from opening in the event the safe falls during a 
fire. Door also interlocks with the body jambs by a con- 
tinuous tongue and groove on all four sides, which pro- 
tects the door during a fire. Filing drawers are pro- 
vided with a spring latch, which automatically locks the 
drawers when closed. Latch is released with thumb-fitting 
button conveniently located to the left on the drawer pull. 


Remington Rand, Inc., 315 Fourth Ave., New York 10. 
Safe-Ledger File =8202.1 with side shelf. 


@ Desk height to bring ledger cards to most convenient 
height approximately 29” from floor depending on size of 
card. Insulated construction certified to withstand heat to 
1700 degrees for one hour. Standard in Grayrite finish. 
Extra heavy slide construction for easy operation. 

Permits the ledger tray to be pulled into the most easily 
workable position for operation. Eliminates unnecessary 
reaching for cards. Only unit on market that gives certified 
protection and at the same time permits such speed of 
operation. Sells for under $300.00. 


(Turn to page 50) 
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Right: Mosler Safe Co.'s 
Model LF-4. 


Left: Remington Rand's Safe 
Ledger File No. 8202-1. 


- > ee are aS Below: Meilink Steel Safe Co.'s 
sing — a rats — —— Model FC-6, Hercules Safe-T-Vault 
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CHECK HANDLING EQUIPMENT 


Ajox Time Stamp Co., Inc., 368 Broadway, New York. 
Ajax-Hercules Check Certifier. 


@ Approximately 7° high, 12” long, 6° wide. Aluminum, 
brass and bronze throughout; black wrinkle finish with 
nickel trim. 

New device which locks entire machine provides maxi- 
mum assurance against tampering by unauthorized persons. 
Magnifier placed on amount plate facilitates reading of 
amount before certifying. This minimizes possibility of 
errors. Solid brass wheels, levers, etc.. eliminates warping 
and distortion. 

Depending on needs of bank, may be ordered in any one 
of four models. Model No. 1 with Amount, Serial Number 
and Date; Model No. 2 with Amount and Date; Model No. 3 
with Serial Number and Date; Model No. 4 with Date only. 

By a simple turn of the handle the entire record of certifi- 
cation (bank name, amount, serial number and date) is 
effectively macerated into the fibers of the check without 
tearing paper, leaving clear impression on both sides. Cer- 
tification cannot be successfully altered or duplicated. Oper- 
ates with two diffcrently colored ribbons. The impression 
is serrated through the paper and not merely on the surface. 

List price—Model No. 1—$345.00. 


The American Perforator Co., 617 West Jackson Bivd., 
Chicago 6. 
Model 400 Portable Automatic Electric Check Canceler. 


@ Dimensions: 7” wide x 912" long x13” high. Substantially 
of aluminum alloy casting with dies constructed of tool steel. 
Finish is a black wrinkle enamel with the cover stripe in 
aluminum. Has patented floating mechanism providing vi- 
brationless operation and is a feature claimed by makers to 
be available only in the American portable perforators. All 
moving parts are enclosed providing safety and keeping the 
parts free from dust. etc. 

The cutting parts of the machine are operated by means of 
a feather-touch paper trip mechanism which automatically 
actuates the punches and the dies the instant papers are 
inserted. No levers, no buttons; about 16 to 18 papers can 
be perforated at a time. 

The machine replaces hand and foot models, doing more 
work in less time. It embodies a complete departure from 
traditional perforator design and speeds up the handling of 
check canceling, dating, or numbering. Model 400 is a 
slightly different version of the Portable Electric Utility 
Duplex Receipting Perforator made by this company. Some 
of the design and construction has been employed in the 
Model 400, with changes having been made to increase 
capacity and speed. Average list price is $375 with perfora- 
tion reading PAID, DATE, and the bank’s ABA numer or 
initials. 


Model 600 Semi-heavy Duty Automatic Check Cancelling 
Machine. 


@ Floor space, 15” x 23”; stands 45” high. Aluminum alloy 
castings, tool steel dies and fabricated sheet and metal base. 
Black wrinkle enamel finish with nickel trim. Claimed by 
manufacturer to be the first and only semi-heavy duty per- 
forator to operate without fly-wheel or belt. Has positive 
action relay circuit for actuating machine both by means of 
automatic insert paper trip or manual punch button. 
Designed for canceling checks, dating, numbering, validat- 
ing, etc. Inserting papers into the die automatically actuates 
the cutting parts. One sheet of tissue will operate the trip- 
ping device. Motor runs only when checks or other items 
are inserted and the entire circuit is protected by a fuse ar- 
rangement. Almost the same in appearance as American 
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, 


Perforator’s foot-operated Model 59, it has the electric powe, 
unit placing it in the category of their heavy duty flywhe 
model machines. The head casting, matrix wheels, and othe 
assemblies in the perforator unit are interchangeable with * 
numerous other hand and foot machines. The Americap 
Model 50 series is claimed to be the only group of machines 
with this feature. 

List price is $550 with perforation reading PAID. DATE 
and the bank’s ABA number or initials. } 


— 


Commercial Controls Corporation, Rochester 2, N. Y. 
Endorsograph Check Endorsing and Cancelling Machine. 


@ Dimensions, 912” high, 17” long, 812” wide; weight. 30 lbs 
portable. All metal construction with aluminum castings 
and steel stampings. Standard grey wrinkle enamel finish, 

Interchangeable printing head to make changing of en- 
dorsement or change from endorsement to cancellation sim- 
ple and easy. Operator simply disengages two pins. changes 
the cylinder, and reengages the pins. No tools are required. 
Each cylinder comes complete with built-in wheel type date 
unit and numeral wheels for batch identification. Compact 
replaceable inking unit is easily cleaned and adjusted for 
uniform flow of ink. Felt inking roller has compensating 
adjustment for wear. If desired, extra inking units may 
be used interchangeably to change color of ink. No tools 
required. Entire unit may be removed by loosening one 
thumb screw. 

Special platen roller for clear, uniform impressions. Print- 
ing action is positive. The printing head makes a complete 
revolution in synchronization with feeding of check. No} 
skipping, no double printing. Large size work table provides | 
plenty of surface for feeding of checks at maximum speed. 

Electrically operated. Sensitive trips at either side of the 
printing head actuate the machine and permit placing of 
endorsement in any position on any size check. Adaptable } 
to all check handling procedures. On straight endorsing or | 
cancelling it can easily handle as many as 165 to 225 checks 
a minute. Endorsograph’s new cancellation stamp has word 
“PAID” and the bank's transit number in pin-point type / 
which makes an impression in the paper as the check passes - 
through the machine. j 

It may also be used in conjunction with listing or posting ; 
machines and in combination with microfilming equipment 
A variable speed control adjusts speed of the Endorsograph 
to that of the operator or machines with which it is used. 
Checks are stacked in original sequence. An exclusive fea- ! 
ture is its flexible feed which permits selective positioning 
of the endorsement to prevent obliteration of prior endorse- 
ments. 

Sold exclusively through Commercial Controls’ branches 
and agencies in principal cities. 


Cummins Business Machines Corp., 
4740 Ravenswood Ave., Chicago 
The Cummins Check Signer 


@ Dimensions: Desk space required, 11” x 16”; floor space on | 
stand, 15”x 18"; grey crackle finish. Automatically inks, 
dates, signs, and stacks checks in proper order. Machine auto- 
matically operates on insertion of check. 

Signature die is always under complete control of the sign- ‘ 
ing official. Die is locked in with one key, and a second key 
locks in non-resetable check counter that can’t be turned 
back and provides control over the number of checks signed 
The machine will not operate without both keys in the locks 
Keys and signature die are removed from the machine and 
placed for safekeeping in the vault when the check signing 


(Continued on page 52) 
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Diebold, Inc.'s, Electric Recordesk Safe. 


Brush-Punnett's Sentry Safe. 


The Dropository, made by Cramer Safe & Office Equipment Co., shown in- 


stalled on a Herring-Hall-Marvin Safe. 


Art Metal Construction Co.'s Model 170-19. 
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job is finished. Can sign up to 5,000 separate checks in an 
hour. 

Equipped with new ink fountain which provides impres- 
sions of improved sharpness and clarity. The fountain is 
completely automatic. None of its rollers need be washed. 
One large diameter, precision ground, steel roller rotating in 
the reservoir picks up the ink. Impressions dry instantly, be- 
cause the ink is rolled down to a thin, uniform film before 
being applied to the type, and the ink is formulated to dry by 
penetration rather than evaporation. Operates on 110 volts, 
60 cycle alternating current, but may be had in direct current 
also. 

Price, $350 and up, depending upon length of name in sig- 
nature, and what optional controls are desired. 


Cummins Series 300 Perforators. 

@ New model, 300, low cost, electric; large capacity. Perfo- 
rates instantly with insertion of paper. Manufacturer claims 
that it will perforate as much as 20,000 sheets an hour or as 
fast as an operator can feed it. 

Model 350; made especially for use on time-payment books, 
and perforates an entire twelve-page coupon book at a 
single stroke with all the necessary data, account number, 
amount, date and month due. 

Have model 370 perforator; newest machine. Designed for 
coding labels and wrappers used by food, beverage, and 
other packaging firms for protection, and as an aid to mer- 
chandising control. 


Cummins 250 Electric Endorser. 

@ Automatically inks, dates, endorses, and stacks checks as 
fast as inserted; portable; equipped with inking mechanism 
which improves on endorsing process. 


Monroe Calculating Machine Co., Inc., Orange, N. J. 
Model D-8-WW Keyboard Check Writer. 


@ Dimensions, 14” x 12”; steel with exclusive steel type. 
Dark green crackle finish and Satin nickel finish for nickeled 
parts. Automatic solenoid trip for ejecting checks. Type 
style designed to prevent raising check through double im- 
print or super imposition. Durably built for heavy duty 
and long life. Shadow ring keyboard for immediate detec- 
tion of incorrect setup. Adjustable for single checks or 
voucher checks with check form at top or bottom. Easily ad- 
justed for full automatic or semi-automatic operation. Uni- 
versal motor. 


Machine can be operated either with operating bar for 
Accounts Payable checks or with a solenoid trip for Payroll 
checks. Checks are inserted face up after amount is set on 
keyboard and are then imprinted and ejected auto- 
matically through depression of operating bar. Due to au- 
tomatic ejection and imprint, the Monroe Keyboard Check 
Writer produces 1,000 or more payroll checks an hour and 
600 or more Accounts Payable checks an hour. 

A ribbon impregnates the imprint through the fibres of the 
paper. An acidproof penetrating special ink is used to pre- 
vent alteration of imprint. 

Distinguishing features: Velvet Touch Keyboard, “Shadow 
Ring” Keyboard, automatic imprint, automatic ejection, steel 
type, no cutting of check paper, printing impregnated in 
fibre of paper, adjustable for either single or voucher checks. 
few working parts. National service through 150 company- 
owned branch offices. 

List prices range from $200 to $430, depending upon model 
desired. 
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Safeguard Corp., Lansdale, Pa. 
Instant “K" Safeguard Checkwriter. 


@ New machine. Dimensions: length, 12”; width, 854’; 
height, 814”. Light weight. High grade steel and brass. 
Finish, wrinkled and smooth enamel maroon and grey com- 
bination with nickel trim. Steel pivot button keys for maxi- 
mum visibility of set amount. Durobilt one-piece bars with 
direct inking, self-cleaning type. 

Prints amount line and macerates both gmount line and 
payee’s name in one operation. Gravity check feed. Ca- 
pacity, $999,999.99. Ciphers print automatically. Repeats 
amount without resetting. All operating parts in same line 
of vision. The lowest button type construction due to 
tilting pivot keys providing maximum visibility of set 
amount. Horizontal and vertical scale for uniform check 
position. Easily replaceable inking unit. Equipped with 
registered number or name plate. One stroke of the handle 
for complete protection of checks. 

List price, $125 f.o.b. factory, Lansdale 


Instant “H" Model Safeguard Checkwriter. 

@ Dimensions: length, 1112”; width, 8°4”; height, 67s". Steel 
and brass. Finish, wrinkled and smooth enamel maroon and 
beige combination with nickel trim. Individual column cor- 
rection keys, self-arresting for exact lineup of type, amount 
window showing set figure. 

Prints amount line and macerates both amount line and 
payee’s name in one operation. Gravity check feed. 

Capacity to $999,999.99 or $9,999,999.99. Operating parts 
in same line of vision. 

Self-Arresting individual correction keys for exact align- 
ment of figures. Horizontal and vertical scale for correct 
positioning of checks. Equipped with SUM OF or name 
plate. One stroke of the handle for complete protection of 
checks. Easily replaceable inking unit. List price: 8 bank, 
$96.50; 9 bank, $101.50. 

Same machine with front feed available for voucher type 
checks with a voucher attached at the bottom. 


International Model Safeguard Checkwriter. 

@ Dimensions: length, 1112”; width, 834”; height, 673". Steel 
and brass. Finish, maroon and beige with wrinkled finish 
and nickel trim. 

Individual column correction keys, self-arresting for exact 
lineup of type, amount window showing set figure. Prints 
amount line and macerates both amount line and payee’s 
name in one operation. Capacity, $9,999,999.99. All operating 
parts in same line of vision. Gravity check feed. 

Ten different currencies and a space to write in any other 
desired currency, as well as dates, numbers, weights, meas- 
ures, and the name of the bank or business issuing the docu- 
ment. List price, $160. 


Todd Co., Rochester, N. Y. 
Model 70 and Model 75 Locked Bank Balance Control Pro- 
tectograph Checkwriter. 


@ Dimensions, 8” x 8” x 10”. Process steel working parts. | 


drop-forge brass type. Fine texture grey crackle finish, with 
contrasting plastic keyboard buttons and bars. Both models 
feature a new locking mechanism which prevents unauthor- 
ized operation, making the machine inoperable except to the 
holder of the key. Also the individual name prefix die. 
which imprints the company’s name or trade-mark and the 
dollar sign immediately before the amount, can be easily 
removed and locked in a safe or vault when the check- 
writer is not in use, thus doubling the protection provided 
ky the lock. (T rn to page 54) 
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Below: The Ajax-Hercules Check Cer- 
fier, made by Ajax Time Stamp Co. 


> line Above: American Perforator Co.'s 
1e to Model 400 Portable Automatic Elec- 
tric Check Canceller. Below: Monroe 
check Calculating Machine Co.'s Model 
with % D-8-WW. 


Above: Safeguard Corp.'s Instant K 
Check Writer. Below: Todd Co.'s 
Model 75 Protectograph Check Writer. 
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Above: Cummins Business Machines Check Signer. | Above: Commercial Controls’ Endorsograph Check 
Endorsing and Cancelling Machine. 
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Voucher or sheet-receiving cylinder, enabling the machines 
to handle top-stub vouchers or multiple-check sheets as well 
as ordinary commercial and bank checks, drafts and per- 
sonal checks. Sheet area above the amount line on such 
larger check forms winds within the receiving cylinder. en- 
abling the amount line to be positioned for imprinting. 
Prints protective amount on checks, shredding indelible ink 
into the fibre of the paper through a two-color ribbon, mak- 
ing it impossible to alter the amount without destroying 
the paper itself. 

The Model 70 is hand-operated, the 75 is electrically oper- 
ated. Like all Todd checkwriters, the new Models 70 and 75 
provide broad insurance coverage. Buyers are provided. 
without cost, insurance policies covering losses resulting 
from change of date, number, payee name, amount, even 
forgery of signature or endorsement. 

List price furnished upon inquiry 


Blue Streak Protectograph Checkwriter and Signer. 

@ Dimensions. 36° x 72” x 18” (built on self-contained 
metal table). Process steel working parts with drop-forged 
brass type. Black enamel finish. 

Checks pass directly from checkwriter into automatic 
signer, completing both processes in one operation. Per- 
forms six operations simultaneously, imprinting, protecting. 
adding, listing. counting, and signing. Will process as high 
as 2500 checks in one operator-hcur, more than 3000 when 
the same amount is repeated. 

Like all Todd checkwriters. the Blue Streak shreds red 
and black amount lines into the fiber of the check paper. 


CHECK HANDLING EQUIPMENT 


(Continued) 


making alteration of amount impossible. since the amount 
cannot be changed or removed without destroying the check 
itself. Adder and lister will record on either standard- 
sized tape or on regular payroll or register sheets. Blue 
Streak users are protected against loss from forgery o1 
alteration by insurance policies provided without any addi- 
tional cost. 
List price furnished upon inquiry. 


Model 54 Protectograph Check Signer. 
@ Dimensions, 8” x 8° x 10°. Process steel working parts } 
with cadmium plating. Fine texture grey crackle finish. 

Made in two types, hand-operated and electrically-oper- 
ated. Unauthorized use impossible if control features prop- 
erly used; unit equipped with two locks, keys to be held by 
separate executives. thus providing the equivalent of a ' 
counter-signature. 

Imprints a signature element as distinctive as a finger- 
print, consisting of the signing official’s signature itself 
against an intricate background pattern designed through 
complex mathematical formulas, both imprinted through 
four-color ribbons. Both the background design and the 
special ribbon inks defy imitation so successfully that there 
is no record of a Protectograph signature ever having been 
fraudulently duplicated. 

Rhand-operated model will sign as many as 850 checks 
per hour, the electrical!y-operated model more than 1200. 

Users are protected against loss from duplication of signa- 
ture by insurance policies provided without cost 

List price furnished upon inquiry 


ADDENDA | 


(A few items received too late for inclusion in previous articles of series) 


Jasper Office Furniture Co., Jasper, ind. 

3000 Grade Executive Desk. 

@ In walnut or mahogany; Chippendale pattern. Models 
F3072 (72° x 38°), F3066 (66 x 36”). and F3060 (60° x 36”): 
height of all models 30'2”. Finish is standard brown walnut 
and medium standard mahogany. Dull rubbed all over. Wal- 


veneer vertical. Base is solid walnut or mahogany 

All drawer fronts are 3-ply veneered on walnut or ma- 
hogany core. Drawer sides and backs are solid walnut or 
mahogany. All corners are dovetailed and bottoms are 
3-ply 44° and are framed in all around. Drawers are 
grocved and partitioned in standard manner and knee draw- 


Jasper Office Furniture Co.'s Model F-3066. 


nut desks have quartered pencil striped veneer; mahogany 
desks have broken stripe veneer, all matched for grain and 
figure. “Jackson Desk” heavy panel construction. Writing bed 
is 144” thick, 5-ply veneered with heavy lumber rim molded 
to pattern. Corestock is chestnut in strips not over 4” wide, 
grain reversed. Panels are 3-ply 7s” thick with grain of 
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er has pen and clip tray. Interiors are finished to match ex- 
terior of desks. All double drawers equipped with improved 
type positive action follower block. Positive non-sticking 
metal locking device. Locks are paracentric key type. Pulls 
are of cast brass, antique finish. 

List price, $275. 
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ADDENDA 


Stow-Davis Furniture Co., Grand Rapids 4, Mich. 

Model 2166-F. 

@ Dimensions. 66° x 36°—29" high. Inset back panel for 
conference use. Construction, 5-ply selected quartered wal- 
nut veneer exterior. Steel interior frame for drawer run- 
ners. Now in current production. Available at Stow-Davis 
exclusive dealers through whom prices will be furnished. 


Rex-o-graph, Inc., 3727 North Palmer St., Milwaukee 12, Wis. 
Rexograph Model F Duplicator. 


@ Fluid type duplicator, designed for large volume of work 
and heavy service in commercial use. Capacity postcard to 


Stow & Davis 
Executive 
Desk 
2166-F. 


9° x 14° sheets: prints from 50 to 150 copies per minute. 
several hundred copies from one Master—up to 2.000 copies 
from one pint of fluid. 

Has New Departure ball bearings on important moving 
parts; Rex-o-graph 100 percent Roller Moistener. which 
eliminates the need for wicks or pumps; automatically feeds 
the proper amount of fluid for clean copies. Ready to print 
in 5 seconds. Automatic counting and stacking 


Automatic paper feeding is positive; one forward turn 
of the handle required for one copy. Prints up to 4 colors 
in one operation. Automatic feed mechanism can be taken 
off easily for hand feeding when necessary. Manufacturer 
claims model F, in laboratory torture tests, made the equiv- 
alent of 1,500,000 copies in continuous operation. Price, $165. 


Rex-o-graph Model FH. 
* Hand feed; fluid type duplicator with automatic stacking 
and counting. Designed for hard service in daily use, this 
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model is comparable in most respects to the model F 
except that it is hand fed. Starts printing in 5 seconds. 
Prints full size of sheet; requires only ',” stripping margin. 
Pressure adjustment; compensates for varying thickness of 
paper stock. Accurate registration on any size of paper 
from 3” x 5” to 9” x 14”; 100 percent roller moistener. New 
Departure ball bearings on all important moving parts. 
Price, $116. 


Rex-o-graph School Model SA. 
@ Automatic feed, manually operated fluid type duplicator 
Green crackle finish. Has 100 per cent roller moistener, 


Snap-Action master clamp, lightning paper centering device, 
adjustable bearings. pressure adjustment, and other features 
Printed copies are stacked automatically. Prints several 
hundred copies from each master, which may be _ typed, 
drawn, printed, or hand-written. Masters may be filed and 
used again and again until all possible copies are produced 
from them. Handles postcard to 9” x 14” sheets. Price, $110. 
+ 


Rex-o-graph's 
New Model E 
Electrified 
Duplicator 


Rex-o-graph Model S. 

@ Hand feed, fluid type duplicator. Designed for use where 
duplicating work is only a part time requirement. Easy to 
operate. Embodies those basic features found in the other 
Rex-o-graph models. Price, $82. 


Rex-o-graph Model E. 
@ New electrified fluid type duplicator is available, illustrat- 


ed in this article; Rex-o-graph has other models of dupli- 
cators. 
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*% A RECENT decision of the Federal Communi- 
cations Commission makes obligatory the use of 
a warning signal device in connection with the 
attachment of recording instruments to tele- 
phones. This applies, however, only to interstate 
and foreign message toll telephone service. 

Docket No. 6787, entitled “In the Matter of 
Use of Recording Devices in Connection with 
Telephone Service”, in which this order appears, 
also gives the specifications of the tone signal. 

It is further ordered that such automatic tone 
warning device may be furnished or maintained 
by anyone, whether or not a telephone company, 
subject to the requirement that such device have 
the characteristics specified. 


FCC Orders Warning Signal 
In Telphone Recording of 


Interstate Communications 


The order further declares that no recording 
device shall be used in connection with interstate 
or foreign message toll telephone service unless, 
at the will of the user, it can be physically con. 
nected to and disconnected from the telephone line 
or switched on and off. 

Another condition attaching on the use of re 
cording devices connected to telephones is that, 
“in the case of a telephone recorder physically at. 
tached to the telephone line, the equipment neces- 
sary to make such physical connection, as dis- 
tinguished from the automatic tone warning de. 
vice, shall be provided, installed, and maintained 
by a company or other organization responsible 
for the furnishing of the telephone service.” 


INCOMING MAIL 


(From page 12) 


Editor, Orrice MANAGEMENT & EQUIPMENT: 


Your recent article, “Office Overhead Must Come Down,” 
by P. H. Littlefield is very unusual—and very good too, 
with all the fresh air it carries! It’s time that we started air- 
conditioning our office procedures instead of just air-condi- 
tioning our offices. 

Since the revolution is on, I'd like to add some of my 
thoughts. 

First of all, isn’t it time that we stopped labeling office 
expenses “non-productive overhead.” They really are just 
“non-production” expenses which are more than productive 
in every respect. 


What makes a good office? Having instantly available 
all the information needed in any department; aiding the 
advertising and publicity department by keeping customers 
friendly when they call up about their invoices; contacting 
suppliers for materials and paying their bills on time to 
make production departments happy; payrolls; statistics; 
corresponding; accounting; filing; purchasing. Not so small 
a task and not an unproductive one either! 


How does it always happen that a factory can close down 
entirely, but it is still, necessary to keep a skeleton staff of 
the so-called non-productive office personnel? 

What's wrong with office management right now? 

For one thing, we are far behind the progress made by our 
production departments. While we are still busy with just 
streamlining our proceduves and mechanizing them, our 
production departments liave advanced much farther. 
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Still missing in most of our offices is FM (static-less, noise- 
less functioning) and tele-vision in its original meaning. 

Office procedures and office management definitely have 
progressed but they haven’t undergone any essential revolu- 
tion. 

Nearly all of our modern inventions and techniques have 


~ 


—_ 


been achieved by completely forgetting all past experiences * 


and starting out with a basically new idea. While industry 
is is now trying to make electronics work for it, our offices 
have just advanced far enough to mechanize equipment 
without changing procedures much. 

How often does one find in taking a new position that 
one’s activities are limited from the very first minute by 


the old line: “Things have always been done that way here,” ~ 
excluding any chance of bringing about necessary improve- ‘ 


ment. 

Another thing—as much as we fear labor turnover, we 
really should take full advantage of it. The new employee 
coming from an entirely different enterprise can offer us 4 


wealth of suggestions on how things were done by his pre- _ 


vious employer, providing we ate open-minded enough to ad- 
mit that a few things could be improved in our own business. 
Let’s get everything out of him before he gets “accustomed” 
to our way of doing things and start losing his initiative and 
interest. We might learn something new even though he’s 
still far from the top! 
Wa ter M. GotpMan, 
Gross Distributors, Inc., New York. 
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From the variety of equipment offered it is essential to select just the right assembly of machine, 
desk or table, and supplies for each type of job. 


THE NEED FOR FUNCTIONAL EQUIPMENT 


By A. H. Stricker 


Author of "Seven Steps Towards Simplified Office Operation” 


% IT IS extremely doubtful if any single item can 
contribute more towards efficiency in office oper- 
ation than functional equipment. 

For comfortable orientation and acquaintance- 
ship with this subject, let’s visualize typewriting. 
When we think of typewrriting, the combination 
of a desk and a machine is quite acceptable as a 
practical unit. This illustration in simple terms 
defines a piece of functional equipment. Operating 
a typewriter on a poorly designed stand or without 
the convenience of a specially designed desk, it 
will probably be agreed, is a way to undermine 
the efficiency of the job. But how about other 
office machine operation? 

Office machines of whatever type and in all in- 
stances are designed for a particular kind of 
work—the typewriter for writing, the calculating 
machine for computing work, the bookkeeping 
machine for posting, and so on. The assembly re- 
quired, however, under which these machines are 
operated embraces in addition to the machine it- 
self an assorted list of items differing for each 
kind of work. Usually there is need for a shelf 
or other facility to hold media from which figures 
are extracted. A flat place on which papers can 
be placed to record the answers is necessary. This 
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factor is usually provided by operating the ma- 
chine adjacent to a desk or table. Invariably, 
specially designed forms are used in a good share 
of the work, which is particularly true in the 
bookkeeping job. For typewriting, forms, envel- 
opes, and correspondence paper, with other kinds 
of papers, form the raw material for that job. 
In all this work office supplies such as rubber 
bands, clips, pencils, pens, and so forth are 
needed. 

To get a clear perspective of this subject, sup- 
pose we select one of the enumerated pieces of 
work and visualize what happens under present 
normal conditions, then compare that set-up with 
an arrangement where all the required items (in- 
cluding the machine) are included in a single op- 
erating unit. The advantages of the latter ar- 
rangement, it will probably be agreed, seem to 
unfold quite naturally. 

To organize an assembly of materials and sup- 
plies for each kind of work is a way to unitize 
respective pieces of paper work jobs. That is a 
facility that a piece of functional equipment af- 
fords. Failure to organize the detailed procedure 
in using various pieces of office equipment intro- 
duces a makeshift arrangement that is not en- 
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dowed with potential efficiency or the convenience 
of comfortable operation. 

Combining a machine and a specially designed 
desk into a single piece of equipment immediately 
establishes two factors of potential gains which 
are non-existent so long as these facilities remain 
as separate units: 

(1) Elimination of time-consuming acts not 
required where the machine is housed in a spe- 
cially designed desk but which are required when 
the machine is positioned on a stand or operated 
without convenience of a specially designed desk. 

(2) Taking full advantage of the better house- 
keeping job and improved environment that a 
piece of functional equipment by its very exist- 
ence creates. 

Which of the above factors offers the greatest 
opportunity for improvement probably depends 


A. Devaney, Inc me 


Even a simple office task can be functionalized efficiently. 


on the particular job under consideration. Each 
is, however, essential and important. 

Let’s try to be specific through the avenue of 
a typical example. 

Desks are installed to house key punch ma- 
chines and the job changes because there is an 
organized place to hold office supplies, such as 
rubber bands, clips, and pencils. Three drawers 
are supplied in one pedestal—one for finished 
work, another for unfinished work, a third drawer 
of good size with special lock is for the personal 
items of the operator. In the other pedestal there 
is drawer space for holding 10,000 cards. Provi- 
sion in the desk for the above enumerated items 
in the manner described eliminates, as can be 
seen, time-consuming acts that are otherwise re- 
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quired. The desk also permits of a better house- 
keeping job, since it follows that the total job 
will be done more efficiently and better than if 
there was lack of a plan on some small detail. 
The new arrangement places the machine at 


a more acceptable height and angle for comfort- é 


able operation. A shelf of proper tilt, with sup- 
plementary light, to hold punching media im- 
proves seeing conditions, and this also permits a 
more comfortable sitting position for the opera- 
tor. Housing the machine in a desk reduces noise 
and that is another advantage. These phases of 
operation make the job less irksome and less diff 
cult. 

From the foregoing discussion it should be 
quite apparent how the job of card punching ad- 
vantageously adjusts itself to functionalizing and 
thereby increases the potential efficiency with 
which that piece of work can be done. Some of 
the listed betterments are of less value than 
others, but all are important to the completed job. 
The benefits derived from applying the idea of 
functional equipment to the task of card punch- 
ing will be in the degree to which each detail of 
the job is effectively arranged. 

Other office operations where equipment is 
used lend themselves to the same considerations 
as have been explained for card punching. If 
similar provision is made to provide a specially 
designed desk for the particular piece of equip- 
ment in question, then undoubtedly comparable 
benefits could also be made available. 

Take for illustration calculating machine work. 
It is a perfectly safe estimate to assume that no 
two of any ten caluculating machines in any 
given office positioned on the customary 301, 
inch desk are operated in the same manner. Yet 
it will probably be agreed that there must be a 
best way. Where the machines become a part of 
a single operating unit, that best way can be de- 
termined. Also, this plan insures for all machines 
a uniform plan of operation which in itself is a 
factor of no small consequence. 

In the two instances cited, functionalizing the 
particular jobs will simplify and improve the 
facilities by which that work can be done. The 
two items are, however, only illustrations and, as 
such, are good examples of what can be done. 

The advantages of functionalizing office work 
are easily identified and measurable, channeling 
through increased production, decreased errors, 
and reduced floor space. What should the improve- 
ment be, percentage-wise, in each of these seg- 
ments? 

Well, brother, less than 20 percent should call 
for an investigation! Modernized office procedure 
prescribes functional equipment. The extent to 
which this method of operation can be employed 
in any given office is limited only by the kinds of 
equipment used in the work. 
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sot? New Exclusive Advantages ia 
“for Amazing Work Efficiency ; 
1 be There’s been nothing like these New 
yad- + §treamliner Desks before or after the 
and war. They are completely new in de- 
with sign, new in construction, new in grace- 
e of ful beauty, made to harmonize with 
any furnishings and give distinction to 
than your Office. 
| job. They represent years of study and 
“a ol survey—years of research and famous : 
inch- Globe -Wernicke engineering know-how, , 
iil of to give you the last word in a wonder- . 
fully efficient working desk with an ee 
a added bonus of eye appeal. 
. m Every outside edge of the Stream- 
tions liner Desk is sleekly rounded to protect 
g. If the person and clothing, and to provide 
cially | maximum working space. The smooth, 
quip- full sweeping top with non-obstructed 
calele linoleum corners, is a remarkable ad- 
vance in top construction. Drawers 
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work. changeable. Your choice of handsome 
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any Add the exclusive work efficiency fea- 
3014 tures shown below, and you have in the 
i Globe-Wernicke Streamliner desks 


~ Yet everything a fine piece of office furni- ; 
be a ture should be—everything you could <s 
rt of want for comfortable, efficient working DOUBLE PEDESTAL FLAT TOP DESK shown is of generous proportions and 
ye de- ease. See them at your dealer, or write graceful design. Equipped with four box drawers and one storage or filling 
‘nines _ Globe-Wernicke Co., Norwood, Cin- drawer. 60” or 66” top, it is 309" high, 32%" deep. 
. ie ‘ ’ cinnati 12, Ohio. 
g the 
e the 
. The 
nd, as < | 
ne. = 
work | Pedestal Construction Feather-Touch, Silent Formed Linoleum Top—Ex- 
olin —Wrap around pedes- Drawer Operation — All clusive, patent applied-for- ‘i 
n g tal shell eliminates all drawers, including center process eliminates end cowl- . 
rrors, panels, gives smooth drawer, ride on a floating ing and metal corner caps. SINGLE PEDESTAL FLAT AT TOP DESK shown above 
“ove- flowing beauty and _ roller suspension that makes This, plus sleekly rounded © Compan gat reemy See feat Me tate 
prove : , é . » plus limited space. Regularly furnished with one 
e seg: Provides maximum possible smooth, silent corners, gives more work- pox drawer and one storage drawer. Overall 
strength. feather-touch operation. ing area. dimensions: 3034” high, 48” wide, 325%” deep. 
' 
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deed . Filing Equipment & ere 
, O- - Visible Record Systems 
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‘"DEMAND THE BEST!'' 


53-SS WORTH STREET 
NEW YORK,N.Y. 


J-S-STAEOTLER,INC. 


OFFICE MANAGEMENT 


Dear Human Element 


(From page 20) 


Evidently, Human Element, you are much inter 
ested in sports and many interpret you in terms of, 
a game. Everything will turn out all right if we 
can only produce a team! It does make a merry, 
lively picture with everyone filled with a friendly 
enthusiastic spirit and fighting for the good old 
company. The left end is checking invoices, the 
quarterback is carrying the mail, the right guard ; 
is filing correspondence, the left tackle is tele 


phoning with a sweet twinkle of service in his , 
honest eye, and the wingback is tearing away at t 
accounts receivable on his posting machine—a ( 
merry, lively picture, until anon we hear the sour! I 
fullback telling the center that the boss is a klunk, 4 


and top management a klunk also. 

Well do I know that a genuine interest in em. 
ployee welfare inspires real cooperative spirit 
and loyalty among the rank and file! Manage 
ment cannot order good morale any more than it) 
can command goose pimples. However, should | 
you not hold up as an ideal a little of this old. 
fashioned loyalty, a sense that we all hang to. 
gether? Why is it then so little faith grows on 
the grapevine? Some would have us believe that 
you are forever fighting the spirit of Simon Le, 
gree. It is quite true that I have seen some sorry 
specimens of management in my time. Supervis- 
ion is not so difficult when someone else is doing 
the supervising, but I can’t believe that meanness 
is limited to any one level of the office. A sour 
face is just a sour face, above a white collar or 
under a tall hat. It should be remembered that it 
takes fifty muscles to produce a frown and only: 
thirteen for a smile, and every man can be his 
own efficiency expert. When the boss is trying 
hard to do a real job, when he is only making the 
average number of bad guesses, and when he ac. 
cepts the employee as a person and not a cog,? 
should we not expect that the employee will also | 
be kind to supervisors? 

I have no desire to turn back the clock, Human 
Element, because those good old pen-and-ink days 
fostered their own pains in the executive occiput. Ne 
I am exercised because you do take in a lot of emo- ~ 
tional territory, which does include management , ph 
on all levels. In our awareness of the individual, 
personality, psychology, the man in management, 
and the human equation, we can find gold but we. 
can also discover goldbricking. The objectives of 
an efficient office force are still to get work done 
and to develop a cost consciousness with a fair \ P" 
measure of loyalty. 

Undoubtedly, Human Element, you are not al! 
that there is to management; you may be only 
about nine-tenths. So none of the fine plans of 
management will work unless vou do! 


—_U-—.. 
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Here’s what ~IKodalx 
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Kodag raph Contact Paper. ~ oo 


THE BIG NEW PLUS 


-brings to photocopying 


Reproduces superbly ... dense black on 
brilliant white: This is the first plus of Kodagraph 


Contact Paper—beautiful, long-lasting reproductions. ¥ ; \ = 
It’s a plus “underwritten” by a new, specially . ~~ ) 
formulated emulsion . . . on a paper base of the ‘ 
7 j 
is = oe 
5 mS hee 
{ 


highest quality. 


Easy to handle... fewer make-overs: 
The second Kodagraph plus is uniformity. 
== wide latitude. Because it’s uniform—same 
—_— exposure, same development from package 
to package —trial-and-error exposures are 


eliminated. Because safety margins are 
wide, make-overs are reduced . . . materially. 


Can be used with present equipment: 

The fourth plus . . . nothing new to learn . . . nothing 
to buy except the paper . . . available in standard size 
sheets and rolls for all photocopying equipment. For 

details, write for booklet. 
EASTMAN KODAK COMPANY 


Industrial Photographic Division 
Rochester 4, N. Y. 


No curling, wrinkling . 
or buckling: Here's the third Jude mal Covfor 
al . Kodagraph Contact 
Paper stays flat. It stays flat 
because Kodak research has 
provided paper and emulsion 
with new physical qualities 
that result in smooth, attractive 
prints... that mail easily... 


that don’t bulk files. 


Eastman Kodak Company 
Industrial Photographic Division 
Rochester 4, N. Y. 


Please send me a copy of “The Big New Plus” 
your booklet about Kodagraph Contact Paper, 
and the other papers in the Kodagraph line. 


Name 


Picase print) 


Department 


Company 


Street 


—------~----------} 
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Office Managers 


IT INCREASES EFFICIENCY 
IT COSTS LESS 
IT LASTS LONGER 


Kil-Klatter absorbs shock . . . makes fast 
typists faster. Kil-Klatter reduces noise . . 
enables everyone in the office to finish more 
work with less wear on the nerves. Dentproof 
top, skidproof bottom. Fits all typewriters and 
many other office machines. 


AT YOUR STATIONER’S OR 
OFFICE SUPPLY DEALER 


AMERICAN HAIR & FELT CO. 


The Merchandise Mart, Chicago 54, Illinois 


KIL-KIATTER | 


THE SCIENTIFIC TYPEWRITER PAD 


Records for Control 


(From page 26) 


the cost of securing that information. Keeping 
the cost of records low is important, since lower’ 
overhead is one advantage which enables the) 
smaller company to compete more effectively wit! 
larger firms. The cost of record keeping grows, 
more than proportionately with the growth of the 
business. Record-keeping costs may be reduced 
by ensuring flexibility in office routines, by’ 
minimizing copy work, by eliminating unneces$ 
sary accuracy, but mostly by using imagination! 

5. Executives are almost entirely preoccupied 
with day-to-day operations and generally hay 
no staff men to whom they can pass the functior 
of planning for the future. Few records dealing, 
with planning are kept. While formal and elab.‘ 
orate budgets are unnecessary in most small com! 
panies, the preparation of simple forecasts an( 
budgets can provide a useful management too! 
The act of putting estimates down on_ paper, 
forces clearer and more definite thinking abovw} 
the future. Such a procedure also brings abou 
executive education in the matter of relationship: 
between income and expenses. Lastly, planning 
for the future provides standards at which to ain 
and against which performance can be judged. 


‘ 
| 
Prompt and Simple 

6. To be of most use, reports need to be re A 
ceived promptly and to be simple in form. It ii 
of real value to know on Tuesday what was wron} 
on Monday, not three months ago. Profit ani 
loss statements which appear later than the tenth 
of the following month may well be of only his 
torical interest. Unduly complicated records maj SA 
destroy the flexibility upon which much of thjECO| 
success of most small businesses rests. Frequet! — 
checking of the usefulness of records should prutt\ guard 
out those which have become nonessential and re}fivd | 

3 i «| trouble 
orient the remaining reports to the changing enpen 
needs of the business. 

7. The human element plays a large part in de’ 
termining the kinds of records to be kept. Th 
personalities of the key executives should be take! 
into consideration in deciding the number - 2 
types of records that are needed. Furthermore 
the extent of the training of record-keeping perf 
sonnel influences the kind of records kept ant 
the cost of keeping them. 

Part II deals with the specific records used i! 
controlling the various functions of a_ business 
such as sales, production control, and purchaesty 
Typical routines for getting information from 
one department to another are reported. 

In any growing enterprise, the question aris? H 
as to the stage of growth at which informatio! ‘ 
should be in writing rather than in someone: 


ae 
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one OFFICE MANAGERS AGREE 


With 
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duced 
s, by! - 
neces-4 CLEANEST ON EARTH 
ation.’ 
upied 
have 
netion , 
ealing, 
1 elab-f 
1 com 
ts ani SAFEGUARD Is CLEANEST 
t tool Hundreds of office managers know that the 
papel, new Safeguard Reservoir Desk Set is the 
about| cleanest on earth. Even when base is tipped 
or completely overturned, ink will not spill 
abou out. And the clean, simple refill is almost 
ynships! automatic. It's no more spilled ink with 
anning Safeguard. 
to ain 
lged. | 
i 
Ey THERE Is A SAFEGUARD 
— Z F FOR EVERYONE 
a. 
. Ith = Four distinctive models to choose from . . . choice 
; Wrong of point styles in each. These features stamp 
fit ani ~~ Safeguard as the most flexible desk set available. 
: Everyone in the office will find the point of his 
1e tent! choice, the model that suits him best. 
nly his 


rds maj SAFEGUARD is 
of th’ ECONOMICAL 


TEQUE!) the exclusive interior design of Safe- 
id pruli\ guard reduces evaporation of writing 
and re|fiud to @ very minimum. Its entirely 

. |trouble-free operation eliminates the 
hang} expense and inconvenience of repair. 


et in SAFEGUARD |s most / ti 
The 


pt. Cai\, 
ber ma The fluid capillary action of Safeguard enables 
hermore you to write pages without re-dipping. Equally 
7 I as important, the point of the pen is always 
ying per moist and ready for action. . . even if not used 
cept ant for weeks. For what other desk set can this 
claim be made? 
; used it 
business. 
rchasilg a Y, . 
on from me 
5 
on arise 
‘ormatio! 
someone’ W. A. SHEAFFER PEN CO. 
F — FORT MADISON, IOWA 
wuary, 1 Jenary, 1948 OFFICE MANAGEMENT AND EQUIPMENT 63 
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GENERALS 


CARBO-WELD PENCILS 
| ff Hf fr-. 


means 
increased 


Pencil value 


D SIKAANAYD 


v 


CAYD 


Eliminate office waste and lost 


3) 


time caused by inefficient pen- 


5 
} 
} 


ceils. Start your savings today 

order General’s Pencils. 
SEMI-HEX OFFICE PENCIL 

5 degrees No. 1-2-2 2/4- 3 and 4 


SEMI-HEX THIN COLORED 
Insoluble Crayon, 14 brilliant colors 


-XTH-INAS ®& 


KIMBERLY DRAWING PENCIL 


22 degrees 6B to 9H-Extra B for 
layout and Tracing 1-2-3-4 


KIMBERLY THIN COLORED 
(Hex and Round) 


Indelible Crayon, 27 popular colors 


SUPERK-DUPLICATING PENCIL 


Purple (in soft and medium) also 
red, blue, green, yellow, heliotrope 


Matern 1% isan oewotle 
GENERAL PENCIL COMPANY 


467-73 FLEET STREET+-~- JERSEY CITY 6, NW. J 
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mind. In order to determine the stage at which’ 
records actually come into use, the general re 
lationships between the size of the company and 
the presence or absence of records for the more: 
important activities are examined. The specific! 
functions examined in detail are: 

Sales 

Production control 

Quality control 

Inventory control } 


Purchasing ‘ 


Cost accounting ' 

Finance and credit 

Bookkeeping 

Each function is examined in three ways: 

(1) the information needed; (2) the findings in’ 
the companies studied; and (3) the outhor’s com, 
ments. The commentaries typically offer sug} 
gestions for improving the preparation of and 
augmenting the usefulness of records. 


Business Library | 
(From page 34) 


phlets issued by government agencies and private 

publishers is current and authoritative. Usually 

only a few carefully chosen reference books in the! 
particular subject field are necessary. To supple} 
ment this basic collection, the Reference Li, 
brarian can draw upon the resources of public 
university, and other special libraries in the area, 
With these vast resources as close as her tele’ 
phone, she can answer quickly questions that are 

asked. f 

In the company with regional offices, the li 
brary need not limit its services to the head’ 
office or the building in which it is located. Lan! 
sing Library reaches Safeway offices throughou 
the United States and Western Canada, prin 
cipally through its Editorial Department serv-. 
ices. For example, important and timely mag 
azine articles of interest to the company art’ 
briefed to one page and Mimeographed. It is 
necessary, of course, to secure permission from 
publishers of copyrighted magazines before ab 
stracting. A sheaf of these Lansing Abstracts is. 
mailed daily to company executives, on a subject 
interest basis. These individuals may, by using” 
an attached order blank, request further distribuy 
tion of the abstract within their operations. Or, 
their interest roused by the summary presented 
they may request the entire article for further. 
study. 

A printed list of the latest booklets and re 
prints, appropriately called What’s Nev, is maile 
each month to Safeway offices and plants through 
out the country. Most of the listed publication 
are actually just off the press. Magazine articl. 

(Turn to page 68) i 
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To make for easy opening and closing of drawers, 
steel rollers are provided — mounted in pairs — 
four rollers to each drawer. 


One pair of rollers is mounted on the top rear of 
the drawer. Another pair is mounted in the case 
bottom, front. Thus each drawer has a 4-point 
roller bearing. 


GOODFORM ALUMINUM CHAIRS . METAL DESKS * 
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GF 
TRANSFER FILES 
are BACK! 


LACE your order now for GF 

Steel Transfer Files, to take care 
of transfer-time needs. Manufacture 
of this popular line of rugged steel 
files has been resumed. Pre-war 
quality and GF special features are 
maintained. 


With GF Steel Transfer Files you 
provide permanent, sure protection 
to valuable records. Dust, dampness, 
insects and rodents are shut out 
effectively. Each case is channel 
reinforced —so constructed that the 
combined weight of the entire, 
loaded stack is carried directly to the 
floor through the reinforcing mem- 
bers. There is no load on the sides of 
cases or drawers to cause distortion 
or interfere with free opening and 
closing of files. 


For further information and prices, 
phone the GF dealer or branch which 
serves you. 


letter-size case No. 2TL-2 illustrated. Dimensions of 
each case: Outside 134"" wide x 12'4)”" high x 25” 
deep. Inside of drawer measures 12%” x 10%” x 
24%,.’". Also available in Cap size. 


423 East Dennick Avenue 
YOUNGSTOWN 1, OHIO 


METAL FILING CABINETS . STEEL SHELVING 
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CASH BOXES 


Sicelmaaier offers Sleelmadier's i 
world-famous “Fufera” gray lustre , 
eash, bond and office boxes, which 
come equipped with oldman 


phenolic plastic trays. 


No. F92 
CASH BOX 


A ote esas 


Greater coin compartment capacity is 
provided — ease and speed in hand- 
ling currency is achieved. 


No. F30 
OFFICE BOX 


Wcldmader plastic trays are finished 
in glossy black phenolic plastic and 
have substantial strength. 


A must for the busy office, factory, etc. 


ele. ‘ 
No. Fl4 

OFFICE BOX 
a ae Futura OFFICE BOXES 
- ee” ~~ Se. vith Wloldlmadter TRAYS 
: en : lw wl o | See lam 
| . j 10%6 | 4% | 7% | 3%lbs | $3.65 
10 3 4% 2s Ibs. 2.85 
10%, 2% % 2%, \bs. 2.90 

WITHOUT TRAY 


No. F10 “SQ 10% | 4% | 7% | 2%albs. | 2.35 
___ OFFICE BOX o HIGHER ON WEST COAST 


a 


ier ; 


a” “fi s _ i. b a | e & —- 060s a * ao | salt 
h) 4 pee ae le a a 
. 4 Cetra: a oe a a br . a 4 Lee . ne se a ™ 
') Bee gS i —= < ; Fa | ; = 
eM A ee 7 Be aig t Sy Se ea =: a ee ee 4 os 
& be 4 ope BP a cpa aa - ; a ; ; - "ta Bia te a # ie et 7 i. 3 
aa: | fe 7 ‘qe oe ae: -— ake *, —s— 
; a? (2 ef me Ay i or ; eal =) a ae a : BE 9 ore 
on gl qs i ae ae. Se © tt 
: ab a lea Ha a saad Le eh 
ei a 6 : “ 
a j = 
: : as er 4 
a, a b. F : % a es r Zz ac 
ae a a 2. 4 . 
i ae as ee a ie a, 
a as heal ee. eee De 7 
+ - 16 
a Seb i“ 4" 
i ™ ¥ ° ‘ f m .. A 4 
. 7 - * ‘ . ‘ ; BP 
<a . ' 
hy. I ue 
so! : vd, — @ 
. ~~ 7 J » 
a 4 - 1 j 
7 ee d — ; | 
" r. wg sn ee s al 3 . 
. Ce 
4 i a ; 
a . ie " 
a - . i ail , = ; 
= > < : 
nnd y es ; 
: ‘ ~ “a ; Hg Pes gee 
ee PS ° Ge ~ 
Su, aa ss e , be ae ‘ 
* pe a E E a 
| 2 aa 
‘ . e 4 { 
i 
' 
ies. . dj 
¥ . . : + ' , 
. i 3 Ps A 
s ; ie ae 
3. ¢ e 5a 4 fe ee ape ch 
a - i , -_yren : 
: = & Mey <aA~ s 
~ oe AN , “ 
tet ee 
: 
| 
7 
| 
- = : senas siemens . 4 we a 
— a Be. . To ae ee ‘gui — Nai is 5. z 
ps - ae b EES en is )) ee io. wea Oe } : ae ; P - : 
: ee > ee = ae ae: ll 4) ee a ey 
eat a ie. ee ifs ala a oo. ge Ps ns 7 ih + I me Ae 
a “a ou = ee “f ae. , hi a he eh a ie ° 5 “J bod 
: yy o 3 Sie : oe Sie ni , 7 es ve 
2 aay a oe C. ll a ‘ Pe = Oe ‘——— & 


CARD CABINETS 


Sledlmadier ecard cabinets come in 
“Futura” silver lustre or Standard olive 
green series, are 16” deep and come 
in single and double drawers. These 
units are furnished with SZee’madcer 
hook-up feature and can be built to ee 
any height. ' i Si 


mar 
CARD CABINETS 


When ordering indicate the letter “F”’ ‘ Ee 
for “Futura” (silver gray lustre) or if 0 3 


~ 


Standard olive green is desired, indi- ; (=| 


—=— 


cate just the item number. a 


with BUILT-UP FEATURE 


| 


30," 


Lew Covnter Megan 
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SINGLE DRAWERS nomen. 
D |Capacity | Ship'g Wt. | List Price 
16} = 1,500 5% Ibs. $3.60 
16"| 1,500 | 6% Ibs. 4.20 
"| 1,500 | 8 Ibs. 5.40 
8% | 16"! 1,500 | 12% Ibs. 8.40 
~—*" DOUBLE DRAWERS 455.0, 
width | H | D [Capacity | Ship'g Wt. | List Price 
12% | 5% | 16} 3,000 9% Ibs. $6.30 
14/, | OY | 1e"| 3,000 | 11 Ibs. 7.20 
18% | 7% | 16"| 3,000 | 15/2 Ibs. 9.60 


20, | 8 | 16} 3,000 21/2 Ibs. 12.00 
Add $1.80 each drawer for individual lock Higher on West Coast 


ra ay 4 


r ‘7 on ae ai | AR le eae |) ee . iee kee Sane Sean. AS ‘oa a 
a se eo and eet 1 a : a ‘ es id ‘ ‘ q a ue 
. > phk.. Hts e . 4 \ ‘ > omy . ; « qi a) 
, my 4 “ F fe e ae " 
a i: aan aa ike _ 4 : Saas ~ 
a le  *- ae o s 
oe > i 4 
7 pala 2 = i g . 
a acy am x oe m Ae a ; . S 
4 i . eae tL eee ee 
7 2 F i i s il Eo: a si Bs, a ol ; ¥ oa 
ie o , . , j eas. ‘ ‘ 
F a : ye di Re tak f © . F 
+ * ‘ ay ‘ts * Ew 4 Ts 
, Ad " ¥ 2 - 8 me A ee - _ 
fe 4 _ « Pe = og Ph : 
‘ ZL ; : — > ay 
" Ail A ike ’ f 
{ P oe if 
: i a 
| ro ' 
2 
; “a 
a me 
ae 
, Bo oo : Ege , 
oo oo or ae: “ 
TO mee Dinan é aie RD peat eae Paeates, 
3n5 4x6 328 ae Reef , 4 a 
cage caep caee a or: eee fap ; . ia 
a » i ere a Fs % 
= rT 7 xe ae bate ae eae a poe ¥. ; 
| oo oo oo or | 
| oo 4 J gene oe ae 
oo oo ele) ee ee | 
: a : ~ aap haei ee . ee au eae rk ss RNR, ears Es a Se os al 
; anf ~ (oig 2. oe ee FO IO EE Ye EE ORE EE es | 
oo og \eajep ee ae aeaeamanall yee te ats bi se ETE bai aie 
Soo come Co i ee _ 
swe — Se at : 
ee Dicom nese § ae 
3u8 || $a8 . 4 . 5 air F ‘= 4 
cane caee Bj % 3 me . a 
oe 3 ets : a 
SS : ” ie ie sf 
No. Card | = ¥ ww ~~ . » - on 
: se e * -*, s : oe Ay PP 
335 | 3x5 YQ ; a ee : 
346 | 4x6 Z » ey oo — — ae 
a > SS | . 
338 | Sx8 | i 3 “7. 4 . 
. . a : aio 
9 | 6x9 . oe a of ol 
ER t 2 ‘ Fa . . = 3 
No. | Card d 3 aaa if 
= r. 
3352 | 3x5 ~ “tg 
_ | h A 4 
3462 | 4x6 Y A 
pe ae 
1 3582 | 5x8 
3692 | 6x9 
‘ 
“. . Sew ee 
es —_ f : i a a . 7 c chat mo hee rel 
. fe oe — —— aS ee ee aN” ae 
cy Bee lash - ey 0 Ld ee Ur ee el ney 
bt see “Vee ae Oe << tl ; 
i Ee ai = 2 . 2 an oe ee se 7 
Pat ae Bs oe 5 i 4 : 7 (rare = P. ® a | oe 
a ° i a AS i - ie a ok |e oe ae — aa ., ee eon 


ee ae 


finest checking and 
marking crayon made! 


WASHABLE SILK CRAYON No.295 Hi 


MORO LUMEER CRAYON 


STAONAL 4.22 


RAY 


cx 
MADE IN USA 
SOCT tUMste cravon 


MADE IN USA 


STAONAL ho9 


PREManenT 


| watsaPKoor 


fess. STAONAL 13 


SPECIAL CRAYONS FOR EVERY USE 
AND EVERY KIND OF SURFACE 


There is a Staonal for marking Boxes, Crates, Bundles, 
Paper Parcels, Shipping Tags; for China, Glass, Cellu- 
lose, Plastics, Tin, Metal, Textiles, Leather, Wet and 
Dry Lumber, Rubber, Paper; Oily, Wet or Dry Surfaces; 
for use in Bowling Alleys. 


All are free from grit, waterproof and permanent, or 
washable, as required. Made in a wide variety of 
types, shapes and colors for every imaginable marking 
purpose. Packed one dozen sticks in a box, one gross 
in a container. 


No. 2 is the outstanding crayon for general 
marking, express packages, shipping containers, etc. 


Gold Medal Products 


Lead on Merit 


BINNEY & SMITH CO. 


41 East 42nd Street, New York 17, N. Y. 
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Business Library 
(From page 64) 

abstracts are also included in order to make them 
available to all personnel. In the four-page 
What's New bulletin the publications are listed 
by subject and briefly described. so the reader 
may find quickly the items of particular interest 
to him. Along with What's New is mailed an 
order blank. The recipient may check on the 
blank which of the hundred-odd publications he 
would like to borrow, and which he would like to 
keep in his office files. These requests are filled 
as soon as received by Lansing, from a supply of 
the publications on hand. 

Trained librarians, writers, and clerical and 
stenographic workers today make up Lansing’s 
staff, which has grown during the past decade 
from one librarian. This expansion resulted from 
management’s realization of the importance of 
having in a central location a place where essen 
tial business information could be found quickly. 


Proof of Need 

A conversation overheard recently in a business 
office attests to the universality of this need. A 
customer talking to one of the executives asked 
for some technical data. 

“I’m sorry I don’t have that information, Mr. 
Jones,” the executive replied, “but I can get it 
for you.” Without a moment’s hesitation he 
turned to his secretary with the words, “Miss 
Smith, please call the library.” 

The attractive but functional offices and read- 
ing room of Lansing Library Service have soft 
blue-green walls with slightly darker trim, shelv- 
ing, and cupboards. All file cabinets, stacks, rec- 
ord cabinets, and other metal equipment are steel 
gray. Lighting is fluorescent. Walnut-finished 
tables and cushioned chairs are provided in the 
reading room where Safeway executives may 
study and conduct library research. Two cir- 
cular red leather seats adjacent to the stacks pro- 
vide accent as well as a convenient place to scan 
material hurriedly. Magazine racks, bulletin 
boards, special displays, and new book lists ac- 
quaint company personnel with the library’s 
varied services and new acquisitions. 

Lansing, like all modern business libraries, is 
a far cry from the dusty, little-used stacks that 
are sometimes the mental picture conjured by the 
word “library.” 


New All Time High 


James N. Black, vice-president and sales manager of 
the Parker Pen Co., Janesville, Wis., reports that the com- 
pany’s business has soared to new all time highs during the 
present rush. The company’s dollar volume in October was 
13 percent higher than in May, 1947, the previous record 
month and was 33 percent higher than in the previous Oc- 
tober. 


January, 1948 
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FILING CABINETS 
Available Now! 


® The popular INVINCIBLE 2, 3, 4 and 5 drawer 
filing cabinets are winners! They are now avail- 
able again in four finishes — Modernaire grey, 
Cactustve! 


CONCEALED SAFE UNITS 


olive green, grained walnut and grained mo- 


hogany. You buy the ultimate in filing equipment 
A patented feature available 
only in INVINCIBLE metal fil- 


ing cabinets. Give security and 


when you buy the Invincible. You can fill every 


filing need. See your Invincible dealer or get 
protection for your valuables 
complete details from File Headquarters. Write: and papers in your home or 
in your office. 


INVINCIBLE METAL FURNITURE COMPANY 
Manitowoc, Wisconsin 
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No Swank at Hormel 


(From page 29) 

About 12 by 15 feet, this retreat is dadoed waist 
high in golden oak. Its entire furnishings consist 
of a desk which is an exact duplicate of those in 
the general office area, a matching steel table, and 
three fairly comfortable chairs. Mr. Hormel 
doesn’t use it much, though, except for a long dis- 
tance phone call now and then, or a sudden confi- 
dential conversation; his real base of operations is 
' his plain steel desk out with the staff. : 
| Hidden at the back of the big office area is an 
} unimposing “board room” where the executives 
“4 meet every morning at 9:30. Visitors are seen 
in two cubbyholes at the front of the office area 

or standing up, if the cubbyholes are taken. 


) Toward Security 


INCREASE (From page 22) 

YOUR OFFICE Employees of American industry must retain their strong 
EFFICIENCY belief in their own freedom, in their own opportunities, in 
that kind of economic individuality which we call capital- 

BY USING : E , . 7 ‘ 
ism. But the way to achieve this, I think, is not by means 
NATIONAL of lectures on economics, capitalism, and what makes Amer- 
e ican business and industry tick. The way to retain and en- 


courage a vigorous faith in capitalism is to help to make 
every man a capitalist. 

We at Standard Oil Co. (New Jersey) have been working 
on employee security plans since our first pension program 
was adopted in 1903. Today we have a comprehensive 
program covering the obvious hazards of accident, sickness 
and death. Supplementing this is a Thrift Plan, which in- 
cludes both annuity provisions and a savings program. 

Toward the annuity program the employee contributes 
3 per cent of his pay, and the company adds its contribution. 
Last year, for example, the company contributed 3 and a half 
times as much as the employees. 


NATIONAL GIVES 
REAL SERVICE AND 
COOPERATION 


td 
as 


. 


The Savings Program 

Under the savings program—which is entirely optional 
so far as employees are concerned—the employee may con- 
tribute savings up to 10 per cent of his total pay. The com- 
pany puts in an additional amount, which is based on the 
amount contributed by the employee. Beyond this, the 
company has regularly put substantial amounts into the 
savings program in good years, although it is not under 
any fixed obligation to do so. In actual practice, this addi- 
tional payment by the company has totaled a flat sum of $25 
for every participant plus a percentage of the combined 
amounts contributed during the year by the employee and 


an Lai the company—a percentage which during the past twelve 
to Quote months has equaled 60 per cent of combined company- 


employee payments into the fund. 

Since the savings program was started eleven and a 
half years ago, employees have acquired more than $200,- 
000,000 in savings in this way. 

At the present time, more than 97 per cent of the domestic 
employees are voluntarily saving under the Plan. Sixty- 
six per cent are subscribing to the maximum amount. This 
means that this latter group accumulated this year at least 
. 21 per cent of its salary or wages. 

: - 4% ; I won't take your time to discuss in detail our Thrift Plan. 

F . a > . ut I particularly want to emphasize the fact that what a 
NAT ize) NAL PENCI L co MPA NY Standard Oil employee accumulates belongs to him and we 
220 FIFTH AVE - NEW YORK N Y © SHELBYVILLE TENN have no strings on it. He can take it with him if he leaves. 
(Turn to page 72) 
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IT MAKES SALES BECAUSE I1T MAKES SENSE 


a ] The DIRECT Approach To Filing. a 


DIRECT NAME SYSTEM 


HOW IT WORKS. You go directly to the name you 
are seeking. The alphabetic guides are angled for 
perfect visibility. There are no hidden tabs because 
the system is divided into three separate working 
sections ... The alphabetic (center), individual 
names (right), and the miscellaneous or inactive 
accounts (left). The result is skyline visibility for 
effortless, accurate filing and finding. 


SIMPLE. Anyone who knows the alphabet and 
can count is able to operate the filing system with 
a few minutes of training. 


FAST. Actual stop-watch tests made in over one 
hundred business offices prove that papers filed by 
this system can be found in less than 10 seconds. 


ECONOMICAL. The cost of installing the ’’Y and E”’ 
Direct Name Systems is more than repaid by execu- 
tive time saved when papers are wanted. Capacity 
of each filing clerk is automatically increased. 


1. You open the drawer. Your eyes seek 


the center and there, a row of alphabetic FOR YOUR OFFICE 
guides stare up at you. You can instantly ’ ' : - s 
inonte the he dea arechonratita Write for complete information on the ‘Y and E 
3. Miscellaneous 2. You find the folder you are seeking Direct Name Filing System. 
folders containing under the name you have in mind. 
small accounts. It is natural, simple and effortless. 


Alphabetic, individual, and miscellaneous folders are numbered to 
permit returning folders to the file by number. This is also a check 
against misfiling. Furnished in sets of 25 to 10,000 or more subdivisions. 


‘YAWMAN»> FRBE MFG.(. + 1045 Jay Street, Rochester 3, N.Y. 


“The Franchise that Means Quality Merchandise” 
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No Swank at Hormel 


(From page 29) 
About 12 by 15 feet, this retreat is dadoed waist 
high in golden oak. Its entire furnishings consist 
of a desk which is an exact duplicate of those in 
the general office area, a matching steel table, and 
‘ three fairly comfortable chairs. Mr. Hormel 
; doesn’t use it much, though, except for a long dis- 
tance phone call now and then, or a sudden confi- 
dential conversation; his real base of operations is 
-*) his plain steel desk out with the staff. 

, Hidden at the back of the big office area is an 
unimposing “board room’ where the executives 
4 meet every morning at 9:30. Visitors are seen 
4 in two cubbyholes at the front of the office area 

or standing up, if the cubbyholes are taken. 


ioe yeeu! 


Toward Security 


INCREASE (From page 22) 

YOUR OFFICE : Employees of American industry must retain their strong 
EFFICIENCY belief in their own freedom, in their own opportunities, in 
BY USING that kind of economic individuality which we call capital- 

ism. But the way to achieve this, I think, is not by means 

NATIONAL of lectures on economics, capitalism, and what makes Amer- 

e ican business and industry tick. The way to retain and en- 

NATIONAL GIVES courage a vigorous faith in capitalism is to help to make 

REAL SERVICE AND every man a capitalist. 

COOPERATION We at Standard Oil Co. (New Jersey) have been working 
on employee security plans since our first pension program 
was adopted in 1903. Today we have a comprehensive 
program covering the obvious hazards of accident, sickness 
and death. Supplementing this is a Thrift Plan, which in- 
cludes both annuity provisions and a savings program. 

Toward the annuity program the employee contributes 
3 per cent of his pay, and the company adds its contribution. 
Last year, for example, the company contributed 3 and a half 
times as much as the employees. 


The Savings Program 

Under the savings program—which is entirely optional 
so far as employees are concerned—the employee may con- 
tribute savings up to 10 per cent of his total pay. The com- 
pany puts in an additional amount, which is based on the 
amount contributed by the employee. Beyond this, the 
company has regularly put substantial amounts into the 
savings program in good years, although it is not under 
any fixed obligation to do so. In actual practice, this addi- 
tional payment by the company has totaled a flat sum of $25 
for every participant plus a percentage of the combined 
i anal amounts contributed during the year by the employee and 
Pt ener : - oe the company—a percentage which during the past twelve 
do Gieste : oe months has equaled 60 per cent of combined company- 

You . oo. employee payments into the fund. 
oS ee : ee Since the savings program was started eleven and a 
half years ago, employees have acquired more than $200,- 

000,000 in savings in this way. 

At the present time, more than 97 per cent of the domestic 
employees are voluntarily saving under the Plan. Sixty- 
six per cent are subscribing to the maximum amount. This 
means that this latter group accumulated this year at least 
21 per cent of its salary or wages. 

, - I wpe take your time to discuss in detail our Thrift Plan. 

: 9 i : ut I particularly want to emphasize the fact that what a 

NATION A L PENCIL. éo MPANY Standard Oil employee seh ss belongs to in and we 

220 FIFTH AVE. - NEW YORK N Y% © SHELBYVILLE TENN have no strings on it. He can take it with him if he leaves. 
(Turn to page 72) 
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1T MAKES SALES BECAUSE I1T MAKES SENSE 


AO 
o/ 


S 


DIRECT NAME SYSTEM 


1. You open the drawer. Your eyes seek 
the center and there, a row of alphabetic 
guides stare up at you. You can instantly 
locate the desired subdivision. 


3. Miscellaneous 2. You find the folder you are seeking 
folders containing under the name you have in mind. 
small accounts. It is natural, simple and effortless. 


Alphabetic, individual, and miscellaneous folders are numbered to 
permit returning folders to the file by number. This is also a check 
against misfiling. Furnished in sets of 25 to10,000 or more subdivisions. 


HOW IT WORKS. You go directly to the name you 
are seeking. The alphabetic guides are angled for 
perfect visibility. There are no hidden tabs because 
the system is divided into three separate working 
sections ... The alphabetic (center), individual 
names (right), and the miscellaneous or inactive 
accounts (left). The result is skyline visibility for 
effortless, accurate filing and finding. 


SIMPLE. Anyone who knows the alphabet and 
can count is able to operate the filing system with 
a few minutes of training. 


FAST. Actual stop-watch tests made in over one 
hundred business offices prove that papers filed by 
this system can be found in less than 10 seconds. 


ECONOMICAL. The cost of installing the ’Y and E” 
Direct Name Systems is more than repaid by execu- 
tive time saved when papers are wanted. Capacity 
of each filing clerk is automatically increased. 


FOR YOUR OFFICE 


Write for complete information on the ““Y and E” 
Direct Name Filing System. 


YAWMAN »»> FRBE MFG.©. - 1045 Jay Street, Rochester 3, N.Y. _ 
Ey “The Franchise that Means Quality Merchandise” "LEB Sy. Bes 
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He can withdraw from his savings account—with only mod- 
erate limitations to avoid too much traffic. He can borrow 
against his savings. He can leave the company, taking his 
savings with him, and keeping his paid-up annuities. 

Our objective is to make capitalists simply because we 
think this is good for our country and for our enterprise. 
We want our employees to have the independence which 
comes from savings. The primary characteristic of the cap- 
italist is not his money, but his point of view. He is an 
individual. He acts on his own initiative. He strives con- 
tinually to improve himself so that he can advance. Cap- 
italism cultivates ambition—and we believe that an organ- 
ization of vigorous Americans with an eye steadily on the 
future is one of the best forms of security that the company 
itself can develop. 

2. Our second principle is that any plan should make it 
easy for the employee to save. 

This is so obvious a requirement that I hesitate to empha- 
size it, and yet I think management or the employer has 
a responsibility to develop a system which will encourage 
the creation of savings. The means exist on every hand, but 
it is not always human to take advantage of the savings 
opportunities which are available to us. 


Plans Should Be Uniform 

3. The third principle is that any employee thrift and 
annuity plan should be uniform for all employees. 

Cur point of view at Standard Oil Co. (New Jersey) may 
be conditioned by the fact that all of us are employzes. The 
company is an employee-operated organization. All of the 
direciors of the company are full-time employees. We have 
no outside directors and none of our directors is employed 
outside the company. 

It seems to us that a uniform plan is the only fair plan, 
particularly if the office boy has a chance to become presi- 
dent. Of course, the employee with a higher rate of pay 
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They Correct Mistakes in Any Language 


has the advantage that his own savings are in a larger 
amount, but this in itself is an incentive to strive for pro- 
motion. I am sure that no fair-minded employee would 
consider this anything but a fair and normal arrangement. 

It seems to us that plans which give special consideration 
to some groups in an organization cannot but breed discon- 
tent when our chief objective must always be the develop- 
ment of effective teamwork. In addition, they tend to under- 
estimate the contribution made by the great majority of 
workers in any enterprise. Such plans are based on a phi- 
losophy of management which we do not happen to share. 


No Special Consideration 

There is one other current consideration which seems to 
me to be on the side of a uniform plan. The moment you 
give special consideration to any group, you acknowledge 
the principle that special groups may be entitled to special 
consideration. Immediately you throw the whole question 
of employee security into the bargaining arena. It immedi- 
ately becomes necessary for the representatives of each spe- 
cial interest among employees to demand and get special 
consideration for their groups. 

Where a plan is uniform for all employees, no such argu- 
ment on the part of special interest has validity or can be 
supported. 

4. A fourth principle is that any thrift and annuity plan 
should have the acceptance of the employees who are to 
adopt it. 

Before inaugurating our own Plan in its present form, we 
had copies of it made, stamped them “tentative” and dis- 
tributed them among employees in order to get their sug- 
gestions. Four important changes were made in the original 
plan as a result of this action. 

Once a sound, fair and uniform plan has been adopted, its 
administration is a technical operation which requires spe- 
cialists. This, in itself, breeds confidence in the plan. Our 
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No. 399 TRI-PLY — for typists 
CENTER PLY — soft gray 

ink and type eraser 

OUTER PLIES — red rubber, 
for all general erasing 


No. 235 CORAL — Versatile coral pink 
soft ink eraser; bias beveled for erasing 
details; broad flat surfaces for cleaning. 
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STOP 


that paper waste! 


There’s no need to waste good paper by 
trying to space letters neatly the “trial and 
error’ way! Just supply your secretaries 
with Webster's Micrometric—the carbon 
paper with the numbered scale. It will show 
them proper spacing at a glance. They'll 
type even, neat pages on the first try. 


Yet Micrometric costs no more than any 


other quality carbon paper. 


There’s no need to wait for delivery 


of Micrometric — or any other Webster 


product. There are Webster factory ware- 
houses in key cities from coast to coast, and 
over 1500 Webster dealers to serve you. 
That’s a good thing to remember the next 
time you want carbon papers and type- 
writer ribbons; duplicating carbon papers 
and accessories; carbon paper ribbons for 
photo-offset work; ribbons and carbons for 
Elliott-Fisher, Addressing, Adding and 
International Business Machines. Ask your 
dealer, or write to F. S. Webster Company, 
9 Amherst Street, Cambridge 42, Mass. 


Better buy... 


WEBSTER’S 


Micrometric Carbon Papers and Typewriter Ribbons 
Warehouses in: New York, Philadelphia, Pittsburgh, Detroit, Chicago, San Francisco, Cambridge 
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You don’t need a super sleuth and baying bloodhounds 
to track down one of the reasons for high filing costs— 
the expense of replacing damaged file folders and guides. 
Rock-a-File reduces this expense to a minimum because 
supplies last longer with Rock-a-File side filing. Folders 
slide in and out sideways—there’s no cramming down of 
folders, no more mutilated tabs. 


Yes, Rock-a-File means real economy in supplies. . . 
and in floor space, too. It provides the same filing capac- 
ity as ordinary files in less than two-thirds the floor space! 
And Rock-a-File means economy in time . . . due to side- 
opening compartments, two or more persons can file at 
once. 


Filing is faster, easier and more efficient at lower cost 
with Rock-a-File. Get complete details of its many ad- 
vantages now—send for free descriptive folder today. 


miHere’s How Rock-a-File Solves Filing tig 


COMPLETE ACCESSIBILITY—Entire contents acces- 
sible to two or more persons at once. All compart- 
ments can remain open. 

TIME SAVING—Open compartments do not block 
access to others in cabinet. No waiting to get at 
contents. 

LESS TIRING—Perfectly balanced compartments 
open and close effortlessly at finger touch. Fewer 
openings and closings. 

TOPPLE PROOF—Open compartments project only 
slightly—gravity center always within framework. 
ECONOMICAL—‘Supplies last longer. Folders slide 
in and out sideways. No more mutilated tabs and 
guides. 


A Nationally Advertised Product 


*Reg. U.S. Pat. Off. Pats. App. For 


ROCKWELL-BARNES COMPANY 


Specialists to the Stationer since 1903 
35 East Wacker Drive Chicago 1, Ill. 
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| ment would almost certainly destroy its effectiveness. 


own experience illustrates the truth of this principle. Our 
present program started with an 85 per cent participation, 
but this has gradually grown to 97 per cent. Under our 
earlier annuity plan, only 72 per cent participated. 

5. Our fifth principle is that the kind of security plan which 
we are discussing should not be subject to constant change, 

It should not be subjected continually to political manipu- 
lation or used as a bargaining lever. In our opinion, con- 
stant renegotiation of the terms of any such long-term agr<e- 
Em- 
ployees would not be certain regarding the outcome of cur- 
rent programs for savings. There would be an ever-present 


| temptation to introduce new elements for political purposes, 


Within the framework of these five principles we have 
been working toward greater employee security. Hand in 
hand with this effort have been development programs 
toward that thing called a Steady Job. We have described 
this search by other terms. We sometimes speak of Career 
Employment or even Lifetime Employment. 

I am now happy to report that we have reached a point 
today where 90 per cent of our employees—wage rate as 
well as salaried—have been continuously employed since 
the day they were hired. We regard this as heartening 
progress toward the goal of the Steady Job. I may add 
that the average domestic employee of the company and its 
affiliates has been employed in the family for about seven- 
teen years. 


When we hire a man today as a salaried worker or wag: 


earner, either one, we now have a reasonable hope of pro- 
viding work for him for the rest of his working life, pro- 


| viding only that he likes us and measures up to our require- 


| versity. 
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ments during a trial period. 
(To be concluded in February issue) 


Correction on Mimeograph Prices 

We regret the erroneous reporting of prices for two 
duplicating machines made by the A. B. Dick Co., in the 
November “What’s Available Now?” artic!e. 

In giving the description of the Mimeograph 92 duplicator, 
we did not state that the price of $768 included a power- 
driven interlayer. Mimeograph 92, sold as a hand-operated 
machine, sells at $400; as a power-driven machine with 
motor drive and stand, at $607; and the combination with 
motor drive, stand and power-driven interlayer, for $768. 

In describing the Mimeograph 91 duplicator, we did not 
state that the quoted price of $674.50 includes the power- 
driven interlayer. Mimeograph 91 duplicator, sold as a 
hand-operated machine, sells at $303; also available with 


motor drive and stand at $510, as well as in combination 


with motor drive, stand, and power-driven interlayer at 
$674.50. 


Mimeograph duplicators are also available in the price j 


range from $125 to $674.50. 


Systems and Procedures Classes 

H. John Ross, manager, systems and procedures de- 
partment, Continental Can Co., Inc., and president of the 
Systems and Procedures Association of New York, will hold 
the Saturday morning classes in systems and _ procedures 
which he has been conducting nights at New York Uni- 
The course, scheduled to run ten weeks from 
January 17th to March 20th, will be given independently of 
New York University, though they are identical in content. 


| The fee is $35. 


The course is being given in response to many requests 
for a Saturday class. Each session will last from 9:00 AM 
to 12 noon, and it is expected that the length of this 
session will permit full handling of most subjects with no 
carry-over from week to week. Classes will be held ina 
convenient mid-town location, to be announced later. Repeat 
courses are planned for later in the year. 


January, 1948 
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BIGGEST OFFICE 
MACHINE ADVANCE 
IN YEARS! 


New unit cuts work, cuts costs! Copies anything 


—even things no stencil duplicator can copy! 
® © 
Easily operated in your office by anyone, without technical 
training—a remarkable new unit, the APECO Photoexact, 
quickly makes copies of important letters, documents, plans, 
clippings, pictures, ete. In fact, it copies anything—written, 
printed, typed, drawn or photo- 
graphed! 
Operating on a simplified photo- 
graphic principle, APECO avoids 
# © typing and copying errors, makes 
| @ clear, permanent copies, singly or 
in quantities. It provides legally- 
accepted copies (valuable orig- 
inals stay in safe keeping) ; copies 
for use while traveling; copies to 
é “ mail; duplicate records; memos 
—- and plans for departments, 
APECO $55 branches. 


Copies up to 
18° x 22° 


Executives report uses 
in every department 


In a nationwide survey of the 
uses of APECO in leading busi- 
nesses and industries, executives 
report: “It saves typing, draft- 
ing, copying time—increases ef- 
ficiency in every department”— 
“cuts copying costs as much as 


Stanaard 
accessories, 
additional 


Quickly Makes Copies of: 
LETTERS, CONTRACTS 
CHARTS, RECORDS 
PHOTOS, DRAWINGS 
INVOICES, CHECKS 


FINANCIAL DATA 80%"—“‘saves sending out for 
(OVER 100 OTHERS) stats’’—‘“‘makes clear, perma- 


nent copies at less cost than a 
phone call.” 

Its low price puts the APECO, like the typewriter, into the 
class of things no office can afford to be without. It is made 
by the makers of ‘‘America’s Most Widely Used Photocopy 
Equipment.” 

Find out how APECO can serve you in your business. Write, 
today, for full information. 


FREE BOOK! MAIL COUPON NOW! 


AMERICAN PHOTOCOPY EQUIPMENT CO. 
2849 N. Clark St., Dept. H-18 
Chicago 14, Ill. 

Send, without obligation, your informative 20-page illus- 
trated book on Photocopying and its savings in time, 
money, and labor. 
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Program for Seminar 

The Office Management Association of Chicago } 
announced its program for the sixth annual seminar 
the ninth annual Chicago Equipment Display to be h 
February 2nd, 3rd, and 4th, at the Stevens Hotel, Chicas 
The theme of this year’s convention, sponsored jointly wx 
Northwestern University, will be “Development of Bete 
Managers and Methods.” 

The seminar committee has planned a program of & 
cussions by prominent business men and educators wit 
recognized for their contributions in the field of manag 
ment. Since announcing a sellout of space four months ¢¢ 
the Exhibits Committee has been focusing its attention ; 
the design and lighting of booths. Every foot of the 3g(j 
square feet of space in the Stevens hall and adjoining cor, 
dors has been reserved by seventy manufacturers of of 
equipment and services. Most of the exhibitors who h 
contracted for space say they are in a better position 
year to make deliveries. Many of the companies will sh 
new devices for the first time. 

The ten seminar discussions scheduled for the three 
meeting beginning at 10:00 A.M. Monday, February 2, ¥ 
be held this year in the Stevens Hotel, North ballro 
“A Crisis in Management,” will be the title of the talk; 
be given by Robert Jackson, president of Aldens, Inc., at: 
seminar banquet Tuesday evening. The closing luncheon 
Wednesday will feature Lewis F. Gordon, vice-preside 
Citizens and Southern National Bank, as the speaker. § 
topic will be “Public Relations—How to Deal with Peop! 
Both the Customer and Employee.” 


On Its New Carbon 

The Kee Lox Mfg. Co., Rochester, N. Y., is promot 
its New Process Carbon which comes in seven brands 
seven qualities with seven graded coatings in each bra 
The company says that in the manufacture of this carb 
the old faults of drying out or changing after being m 
have been overcome. 


Simplifying Office Work 
H. Kenneth Marks, chairman of the Systems ¢ 
Procedures Institute, New York University, reminds rea 
of Orrice MANAGEMENT that the Institute is again offe 
instruction in simplifying clerical systems and proceduré 
The evening courses starting this Spring term are 
“Principles of Office Systems and Procedures,” “Prine? 
of Form Design and Form Control,” and “Application 
Systems to Management Problems of Small Businesses’ 
Other courses which will be given the next Fall t 
are “Principles of Charting Technique and Graphic 
sentation,” “Work Measurement and Work Simplificati# 
and “Basic Accounting Requirements in Systems Des# 
The courses are of 15 weeks’ duration. The tuitio 
$30 for each course. Other information is available f 
Denis Sinclair Phillips, Division of General Education, ¥ 
York University, 100 Washington Square East, New Yat 


T.S.A. Looks at New Products 
The Transcription Supervisors Association of } 

York will hold its third annual Little Business Show # 
George Washington Hotel, New York, on January ! 
1948. More than thirty firms have been invited to e& 
the products selected through a poll of T.S.A. membes 
being of the greatest interest to them at this time. 

The association held its annual Christmas party 2 
Colonial Room of the George Washington Hotel, on De 
ber 8th. The affair had an international flavor with TS 
own talent performing in three skits, “A Super 
Dream,” “The New Look,” and “If at First You Don't . 
ceed, Try Lake Success.” T.S.A.’s “Six Cylinders” se 
sang Christmas songs. 
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EFFICIENCY AND WORKING CONVENIENCE 


_ STEEL TRUCKS 


a 30 DAY DELIVERY 


Every place of business should have as many of 
these units as will do a complete job of moving 
parts and merchandise from place to place. The 
new Equipto stock handling carts are ample in ca- 
pacity, easy to move, streamlined in design and 
efficient in operation. 

Has heavy steel construction with 12 gauge uprights 
and 16 gauge reinforced trays, strong and rigid. 
Large 5" x 1%" rubber tread wheels, stationary in 
front, swivel in rear, providing easy portability. 
Shipped KD to save on freight. 


— NS 
sj ’ 
ri ar. 


36” LONG 
45” HIGH 
24” WIDE 


PICKING 


. Sie 
VAULT 
TRUCKING 


For loads up to 800 pounds 
with ample factor of safety. 
Baked enamel olive green 
finish. Trays 6” deep. Top 
tray may be inverted making 
a flat top. 


No. 1170 
Size 24°'x36'x3412" 


e W desived tot. 
Epuplergnve PACKING and WORK TABLES 


Both the C-857 and P-857 benches have a 12 gauge 
steel top making probably the heaviest standard 
bench manufactured. These benches will support 
small punch presses, bench grinders, drill presses, 
or lathes with ease if you wish to use them in this 
manner. 

Long life e Easytoclean e Nocracking, splinter- 
ing or gouging e No maintenance cost e No fire 
hazard e Utmost convenience, design, durability. 


Top & Center Trays 


No. C-857 


Size 34” high, 28” deep, 42” or 6’ long. Drawer size 
44”x19"x19". Benches may be used side by side and back 
to back. Complete with all extras as shown. Bottom tray, 
back and side railings, vise reinforcement, drawer, tray 


in drawer. 
No. C-857-42—42" long, .60 
complete as shown with all extras...... $3 8 N P-857 
No. C-857-6—Six ft. long, $49.90 ~~ 
complete as shown with all extras...... 


Height 34", Depth 28” on All Benches. 34” High, 28" Deep, 42” or 6’ Long. 
y 


No. P-857-42— .90 

€ 3G Ee bd. 9 
675 PRAIRIE No. P-857-6— .20 

AURORA, ILLINOIS q ge a eee 28 


DIVISION OF AURORA EQUIPMENT COMPANY ‘\ Deawer and Aeseatty Exton $5.40 


So gs 
WRITE OR PHONE FOR CATALOG Height 34”, Depth 28” on All Benches. 
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If Manufacturers 


Used Cash Registers ... 


More and more, the merry music of continu- 
ing sales—at an increased tempo—would develop into a full sym- 
phony for the advertisers in OFFICE MANAGEMENT AND 
EQUIPMENT. Whether they record their sales on cash registers 
or by some other method, that recording is bound to be highly 
satisfactory. 


Each month sees a greater number of the nation’s leading 
manufacturers and suppliers of office equipment, machines and 
supplies making use of the advertising pages of 


OFFICE MANAGEMENT AND EQUIPMENT 


For this magazine goes direct, without waste circulation, to 
the top office management executives of the country’s greatest in- 
dustries and organizations—to the men who make final decisions 
about purchasing your products. 


These are the men it will pay you to cultivate through the 
pages of 


If you want a decision, speak 
to the top men in these offices 
through this magazine. 


OFFICE MANAGEMENT 


and EQUIPMENT. 


THE OFFICE EXECUTIVE’S OWN MAGAZINE 


260 FIFTH AVENUE A foxy Ciblicilion 


NEW YORK 1, N.Y. 


Also Publishers of: GEYER'S TOPICS, THE GIFT & ART BUYER, SPORTS AGE and TRADE DIRECTORIES. 
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MORE THAN EVER 
QUALITY-MINDED BUYERS 
LOOK FOR OFFICE CHAIRS 


+ IMPORTANT 
With th ese 4 COMFORT FEATURES 


@ BALANCED TILTING—designed with a low ful- 
crum to prevent the danger of upsetting . . . 


@ INSTANT RESPONSE—+to all movements of the 
body... 


@ FATIGUE-FREE ACTION — assured by scientific 
SENG design... 


@ NO SQUEAKING—silent, smooth operation . 


The SENG Style V 
Chair Action Control 


—offers each of these vital perform- 
ance features that provide increased 
working efficiency, plus the quality of 
craftsmanship and materials that add 


up to lasting service and customer 
satisfaction, 


FOR 
LITTLE 
GIRLS 


but not for 


CARBON PAPER 


that's why good typists 


choose 


KEEN-RITE 


and 


SUPER-TREATED 


Both the popularly priced 
KEEN-RITE and the de luxe 
SUPER-TREATED brand are 
made by a special process 
to prevent curling and smudging. Every typist can now 
get clearer, cleaner copies along with maximum wear. No 
more unsightly erasures and no more soiled hands from 
handling. 


The famous patented “Carbon Gripper" 
in every box of Codo Super-Treated, 
Super Kote and Keen Rite. 


“2 MFG. CORP. — 
Ngee WD coke 
Factory: Coraopolis, Pa. 
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% PATIENTS in Veterans Administration hos- 
pitals and homes are making profitable use of 
their long hours in bed by studying correspond- 
ence courses in bookkeeping, accounting, secre- 
tarial practices, shorthand, typing, filing, office 
machines, business English and business law. 

The subjects are among the 234 available 
courses—ranging from high school arithmetic to 
carpentry—that have been obtained by VA from 
the U. S. Armed Forces Institute (USAFI) in 
Madison, Wis. 

Purpose of the educational program, conducted 
by the educational retraining division of VA’s 
medical rehabilitation service, is four-fold. 

1. It offers a patient an interest in activities 
other than the hospital routine. 

2. It furnishes him mental stimulation to re- 
place the lack, in many cases, of physical activity. 

3. It provides him with a vocational back- 
ground of particular value when he leaves the 
hospital to obtain employment. 

4. In many cases, it enables him to leave the 
hospital and return to his community earlier, 
and in better physical and mental condition for 
normal! living. 

The courses, available to patients only with the 
prescription of physicians. are conducted in this 
manner: 

A patient studies a subject at his leisure, using 
a recognized textbook, under the direction of a 


trained VA medical rehabilitation staff membe 


At the end of the course, he may take an exam 
nation which will be sent to the University ¢ 
Wisconsin Extension Division for grading. 

In most cases, courses studied in hospitals ma 
be converted into credits toward a high scho 
diploma, if prior arrangements are made with th 
patient’s last secondary school. 

Courses taken by patients are not charge 
against their entitlement to education or trainiy 
under the Vocational Rehabilitation Act (Publi 
Law 16) or the Servicemen’s Readjustment Ae 
(G.I. Bill). However, a recent VA directive pr 
vided for VA training officers to recognize ho 
pital courses in helping former patients plan ed 
cational programs or on-the-job training course 
under both laws. 


Todd in San Francisco 
Joe E. Bare has been made San Francisco zone sal 


manager for the Todd Co., Rochester, N. Y., manufacture 
of fraud-preventing checks, Protectograph check writers an! 
signers, and payroll and disbursement systems. 


Treating Symptoms 
The Benson Laboratories, Inc., Bessemer Bldg., Pitt. 

burgh, Pa., manufacturers of Formula A-N-1 for treatin 
certain symptoms of the common cold, has prepared : 
folder which contains an impressive list of industrial an 
business concerns which use the Formula. 

A-N-1 is not available to individuals. Only organization 
may buy it to give employees. The formula is an effervescer 
powder, used only when the cold is present. 


All Purpose MAILING EQUIPMENT 


All Purpose mailing equipment is 
built around the Hook-on Tray. 


i. 
vin 


mail material. Letter-shops, printing 
offices, commercial institutions, govern 
ment departments with well organized 
mailing rooms are saving money bf 
using All Purpose Hook-on Trays t 
handle broadsides, bulletins, catalogs, 
envelopes of every known type, beside 
many other kinds of printed matter. 


To broaden the usefulness of Hook-on 
Trays, All Purpose builds a complete 
line of mailing room equipment speci- 
fically designed to accept the trays 
Stationary and Whirling Racks, Desk 
Racks, Traveling Racks, Floor Racks, 
Single Whirling Rack Tables, and 
Double Whirling Rack Tables are al 
made expressly for use with Hook-o 
Trays. 


For overcoming space __ limitations 
where working area is limited by close 
wall clearance, the Desk Rack is 
instead of the free-swinging Whirling 
Rack. Desk Racks can be applied 1 
All Purpose Single or Double Tables 


also can be attached to tables now i 
use in letter-shops and mailing rooms. 


Ask for All Purpose Catalog DM-3 


All Purpose Metal Equipment Com. 
262 Mill Street Rochester 4, New ¥: 
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solid steel tray comes in four standan J 
sizes and accepts almost any type dg 


without special adapting fixtures. They | 
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There's a Comrout* Char te Watch 


* Cross-section of 


The COMFRONT Angle 


AU Your Office Furnishings 


There’s a model of the new, complete COMFRONT* 
Line that matches all the desks and furnishings in your 
office. In modern or conventional styling, the COM- 
FRONT* Line gives you these three extra advantages 
for greater sitting comfort and office efficiency: 

Vv Better Posture . . . Easier! 


¥ No Abrupt, Sharp Edge! 
¥ Clothing Doesn't Bunch Up Under Knees! 


Ask your dealer for illustrated COMFRONT* folder 


NEW INDIANA CHAIR COMPANY 


MANUFACTURERS OF OFFICE AND SCHOOL CH 


< 


Illustrated here in this cross-section view 
is the latest scientific inking principle. 
Fresh ink travels by capillary action di- 
rectly to the pen-point. 


This eliminates the large shallow dip- 
compartment which, as commonly used 
to feed pen-points, causes deterioration 
and waste of ink. This new way, the 
last drop of ink in the container — as 
fresh as the first — is fed directly to 
the pen-point, and there is no waste. 


New Capillary-Action Handi-Pen Desk Sets 


by Sengbusch ni 
+. with new inking principle — new writing ease — new beauty that 
pleases everyone—new efficiency that meets most rigid office requirements 
and the wide variety of pen-points that mn 


Here is a desk set with unsurpassed per- 
formance features, heretofore unknown 
in any inverted bottle type unit. It has 
style, efficiency, simplicity, econ- 
omy, cleanliness, and safety from 
spillage that appeals to every one. 
Those who have used the new Handi- 
pen desk set call it the writing cham- 
pion. They like the smooth, effortless, 
‘astantaneous writing with fresh ink— 


January, 1948 


permits selection for individual writing 
styles. These points are iridium-tipped, Sengbusch Handi-pen desk sets are sup- 
too—for long life. The set itself holds plied in pleasing two-color combinations. 
a long-lasting supply of fresh ink— ee er 
there is no waste or deterioration. 

Save time, ink, and slow-ups on desk . 
work—give your workers the writing Sengbusch Self-Closing Inkstand Co. 
satisfaction they have always wanted. 119 Sengbusch Bldg. = Milwaukee 3, Wisc. 
Order now from your stationer. 
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If if's WRITE- 
it's RIGHT! 


WRITE long-lasting carbon papers are guaran- 


a 
al 
. 


* teed to give more copies and cleaner carbons 
3 . . . Save time and lessen the wear on your 
office staff. 


WRITE long-wearing tyewriter ribbons turn out 
the clean, crisp letters that are your introduc- 
tion to prospective customers . . . make the 
desired impression. 


’ WRITE Carbon Papers and Typewriter Ribbons 


are the products of long years of experience 
and technical skill . . . assure outstanding per- 
formance and unexcelled results. 


For superior results—use a superior product. 
a WRITE Carbon Paper 
= and 
3 Typewriter Ribbons 
3 Ask your dealer, or write us today for FREE 


samples and attractive prices. 


i 


“Sueormsno een epmane ragctn inert: emect meee “cal 
2 sor ca = SRE renee eect caRe tte soc 


WRITE @ 120 Lexington Ave., 


New York 17, N. Y. 
‘i _ "FACTORY: Bridgeport, Conn. 


INCORPORATED 


Office Equipment Manufacturers Elect 
The Office Equipment Manufacturers Institute held its | 
annual meeting at the Statler Hotel, Washington, D. C., on 
November 6th and elected P. M. Zenner, chairman of the 
board of the McBee Co., as president for the fiscal year 1947. | 
48. Other officers elected were: vice-president and chairman | 
of the general executive committee, Edward M. Douglas, vice. 


} 


P. M. Zenner 


president, International Business Machines Corp.; vice-presi- 
dent and chairman of the sales executive committee, Harry 
C. Anderson, vice-president, sales division, A. B. Dick Co, ! 
treasurer, W. F. Arnold, vice-president and general sales | 
manager, Underwood Corp.; and executive secretary, E. D 
Taylor. The institute’s offices are at 1903 N St., N. W., Wash- 
ington, D. C. 

New directors elected at the same time were: John § 
Coleman, president, Burroughs Adding Machine Co.; A. W. 
Vanderhoof, president and chairman of the board, Standard © 
Duplicating Machines Corp.; and E. A. Purnell, vice-presi- 
dent in charge of sales, General Fireproofing Co. Mr. Doug- 
las was re-elected to a three-year term on the board. 

The business sessions were devoted to market research | 
and the recommendations of the market research committee | 
Speakers were: Mr. Taylor; H. M. Nordberg, manager, post- 
age meter sales, Pitney Bowes, Inc.; C. C. Smith, department 
of statistics and economics, International Business Machines | —- 
Corp.; R. H. Woodrow, director of market research, Dicta- | 
phone Corp.; A. J. Ball, general manager of sales, furniture f 
division, General Fireproofing Co.; W. H. Finigan, manager, | 
market research department, National Cash Register Co.; K. 

S. Hoefflinger, manager, sales department, Addressograph- ~ 
Multigraph Corp.; and W. R. Leahy, director of ae 
research, Victor Adding Machine Co. 

The speaker at the dinner was David K. Bruce, assistant 
secretary of commerce. Mr. Bruce discussed the Marshall : 
plan. 


Sound Sensitive Paper 

The Minnesota Mining & Mfg. Co., 900 Fauquier Ave, 

St. Paul, Minn., is introducing Scotch sound recording tape, 
a sound-sensitive paper, which the company says may it- — 
augurate a new era in sound recording in homes and busi- 
nesses. The tape has about twice the sound range of the 
average home phonograph. The same roll can be used either j 
as a permanent record with thousands of re-plays or as 2 
temporary record with repeated erasing and re-recording 
The tape comes in 1200-foot lengths on plastic reels with © 
a half-hour recording capacity. The tape is used with: ~ 
special machine, table-top size, which is both a recorder ani © 
a player. The machine has a microphone and is operate | 
with a button arrangement. k 
Sound recording on tape is accomplished by a black coat- © 
ing of thousands of microscopic magnets on one side of the ¢ 
tape. Electric impulses generated by the microphone cau bh 
the magnets to form patterns representing the sounds beinf é 
| recorded. The process is termed magnetic recording andi | 

| different from electrical trenscriptions which are made b 
| cutting a groove, usually in a shellac disk. 

Cabinets, already on the market in table-top size, may & 
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29th INTERNATIONAL CONFERENCE 
AND 
ANNUAL OFFICE EQUIPMENT EXPOSITION 
* 
presi- 
aa KIEL AUDITORIUM 
by ST. LOUIS — MISSOURI 
—" MAY 23, 24, 25, 26, 1948 
hn §. 
arte Write to 
a A. C. SPANGLER, National Office Management Association 
12 East Chelten Avenue Philadelphia 44, Pa. 
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mir PAINT BOX in pencil form! Intense, brilliant hues 
pera in matchless lead, so smooth, so uniform, so 
. coat STRONG! For artists, art teachers, grade scholars 
ee ‘ - +. for charts, graphs and signalling in busy office 
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set-ups. Incomparable value and economy! 


= Pencil Co.1nc. 
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ANNOUNCING -the Finest 


» ARCO russe BANDS 


Since Pearl Harbor 


More Stretch — Greater Toughness 
—Longer Life. Use them over and 
over again. All standard sizes — 

A Rubber Band for every appli- 
cation. Special types made to 4 
fit every need. Available in 

natural and other colors. } 


Write for generous sam- 
fe _ ples and prices of our 
| finest product in 


| . years, The New 
| ~~, ARCO Station- 
of _, ery Bands. 
a -.. OVER 300 
i : ‘ DIFFERENT SIZES 


# a eae 


Dept. OM, N. Union Av. 
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AUTOCOPY RIBBONS 
MAKE BETTER MASTER SHEETS 
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a Made of the finest cloth and scientifically inked to make 
_ clean, sharp master sheets, AUTOCOPY ribbons are 
‘ known for their high quality. 

AUTOCOPY ribbons are made in Semi and Full Ink- 
ings, and are available in purple and purple and red. 
Copying and in combination with Record Inking for spe- 
cial purposes. 

AUTOCOPY ribbons are made for all makes of type- 
writers. Ribbons for adding and bookkeeping machines 
are special. 


AUTOCOPY, INC. 


462 W. Superior St. 18 W. 18th St. 
Chicago 10, Illinois New York 1, New York 


| pression into the paper. 


offered this winter in a variety of sizes, including portable, 


consoles, and radio-recorder combinations. The company ~ 


says a number of manufacturers are planning such items, 
as well as a professional model for radio stations. 

The company has produced a booklet, “The Story of 
Magnetic Recording and Scotch Sound Recording Tape.” 


For Correct Meter Impressions 


A new wall chart, called Correct Meter Impressions © 


is available from Commercial 
to users of its USPM 


for Various Classes of Mail, 
Controls Corp., Rochester 2, N. Y., 
metered mail machines. 

Actual size illustrations of meter impressions show the 
correct postage and town and date circle, according to re- 
quirements, for first-class registered, third-class, third-class 
bulk, parcel post, and fourth-class mail. In the slogan posi- 
tion is printed “Your Advertising or Timely Slogan Im- 
printed Here.” Opposite each illustration is an explanation 


of what should or should not be included in the meter im- | 


pression on either envelope mail or tape, as well as other 
postal instructions. 

The chart, designed to post in the mailroom, has been 
prepared to make it easy for mailroom operators to always 


use the correct meter impression when preparing outgoing | 
In addition, it illustrates the uniform appear- — 


metered mail. 
ance of the USPM Meterstamp for all classes of mail. 


A new paid stamp has been developed by the com- — i 
pany, for use on the Endorsograph check endorsing and © 


cancelling machine. The word “PAID” and the banker's 


SERS. oo 
- 
Do 
= 


transit number are in pin point type which makes an im- @ 


with the new style paid stamp, are available upon order. 


Promoted 
The International Business Machines Corp., 590 Madi- 
son Ave., New York, has announced the promotion of 


Cylinders for the Endorsograph, @ 


Gordon P. Lovell to the position of assistant to the IBM @ 
| general sales manager. He was previously a district sales J 
| manager. 


McLain B. Smith succeeds him as sales manager in Dis- 


| trict No. 1. 


Controller Dies 


Carlos Blanchard Clark, controller for the J. L. Hud- 
son Co., 
He was 75 years old. Mr. Clark had been retired since 


| September of 1946. 


OFFICE MANAGEMENT AND EQUIPMENT 


During his thirty-three years with the store, Mr. Clark 


put into effect many new methods for department store 


Detroit department store, died on December 18th. A 


accounting. He helped develop the present retail method of 
inventory. He was said to have developed the first standard © 


classification of accounts. 


Assistant Manager Dies 


John Herbert Williams, assistant manager of branch 


office operations of Pitney-Bowes, Inc., Stamford, Conn. 
died recently. He was 53 years old. 
Mr. Williams joined the company in 1928 as office manager 


of the New York City branch sales and service office. He | 
| was promoted to an administrative position at the company’ 


general offices in Stamford in 1936. He served there in 4 


number of key sales executive posts until illness forced him 7 


to take a temporary leave of absence in October. 

He was also deeply interested in the public education 
life of Stamford. He was president of the Stamford Board 
of Education for four terms. 

He is survived by his wife, his mother, two daughters, tw 
sons, a grandchild, three brothers, and three sisters. 
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aii another DACO 
money maker 
ssions | 
ercial © 
USPM | 
w the 
to re- 
|-class fs 
| Posi- f New! Improved! Comparison will con- a 
1 Im- vince you Daco Roll Labels are ex- 


nation ~ ceptional. Evenly gummed, properly 
r im- _ perforated, they are the easiest, clean- 
oth est tearing roll label on the market. 

" Used for folders, guides, envelopes, 


~ mailing lists, packages and dozens of 
been BF other purposes. They come in eight 
lways & popular shades, white, buff, manila, 
~ ~ blue, cherry, green, canary and 
going & orange. 
pear- Priced to sell Daco Roll Labels are 
attractively boxed and packed, 
' twelve to a carton. 
— Order from your dealer or write today. 
3 and Dept. M 


Ren? ahah earor, | 
= | DACO CARD & INDEX C 
a0 | 301 Congress Street Boston 10, Mass. 


THE PROPER RECEPTION 
in your waiting room 


. is effected through Chrome 
—creating bright new stand- 
ards of space saving efficiency, 
shining cleanliness and durabil- 
ity. 

The streamlined chair shown 
has all the comfort of a larger 
chair but is com- 
pact in design and 
can be used where 
space is limited. 
Curved back con- 
forms to the body. 

Upholstered in 
| leatherette in your 
it choice of colors. 
| Quick shipment on 
Ff red. Also avail- 

i! able with drop 
No. 1AH-4 Streamliner Chair front and gliders. 


AR 


Write for catalog of Ard’s over 
70 fine chrome specialties. 


MEG, stm 
Co. Evansville 8, Ind. 


sales 

. Dis- 

Hud- 

18th. 

since 

Clark 

store © 

10d of ; 

ndard © 
An Amfile adaptation of the old-time box file. Stands up- 
right or lays flat. Has dozens of uses on desk or work table 

ranch “| —wherever papers must be filed and found quickly. 

Conn. Equipped with 16 division letter-size alphabetical index. 
Well made with pull tab at back, strong suit-case catch to 

nag keep out dirt. Covered with marble paper—orange back. 


. He |] No. 890 File comes packed 12 to carton. $17.00 per doz. 


~ $15.50 per doz. in gross lots 
d him 
ORDER TODAY. Send for Amfile 
Catalog showing complete line of filing 
cation | specialties. 
Board @ 
| AMBRG FILE & INDEX CO. 
s, two i 1602 Duane Bivd., Kankakee, Ill. 


. ? PERFECT Ideal for offices... 
POINT EVERY TIME (iat 


Large capac- 
ity receptacle; 
Sturdy metal 
handle; Point 
Adjuster for 
fine, medium, 
or blunt points 
-..» Centering 
guide for any 
size pencil. 
Attaches to 
desk or wall. 


AUTOMATIC PENCIL SHARPENER CO. 
World’s Largest Producer of Pencil Sharpeners 
ROCKFORD, ILL. - LOS ANGELES - TORONTO 
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and sizes. 


SLOTTED LOCK 
POST BINDER 


STORAGE 
POST BINDER 


SECTIONAL 
POST BINDER 


_ @ise) 


i — 


Sect'l and solid pest 
styles. Endlock, top- 
lock and slotlok mechan- 
isms. All popular grades 


Write today for catalog 
of Our Complete Line. 


GrMERAL OFCES ¢ FACTORY 
_a RIVER, MASSACHUSETTS 


Boston Office—I0 High St. 


86 


{i multiply your 


office efficiency 


with OU REKVAY 
DUPLISTICKERS 


for better and faster addressing—filing—shipping 


Nothing can compare with Duplistickers for 
multiple labeling jobs. Gummed, perforated 
label sheets slip into typewriter like letter- 
heads. Up to 4 carbon copies in one operation. 
No fussing with labels that tangle, curl, spill 
and soil. Order today through your supplier. 
If jobber can’t supply your demands, write us 
direct giving his name. 


Choice of 5 “keying” colors 
piisTICKERS 5 letter-size sheets per pkge. 


a total of 825 (21/,” x 1”) 


stickers only 5Oc¢ 
“The Name to Stick With” 


ORE Kia 


EUREKA zat PRINTING COMPANY 
STATIONERY DIVISION DEPT OF 
Scranton, Pennsylvania 


| 
| 


Speakers Announced 


The first Southwestern Conference of the National Offic” 


| Management Association, to be held at the Adolphus Hote 


Dallas, from February Ist to 3rd, will have as its princip, 


| speakers Dr. R. P. Brecht, University of Pennsylvania, an 


Mrs. Vera V. Green, secretary-treasurer of Botwinik Brg 


Dr. Brecht, a past national secretary of NOMA, will de® 
| liver the keynote speech on the conference theme, “Th 


Office Is Management”. 
“The Small Office Takes—and Gives.” 

The conference is sponsored by the Dallas chapter of th 
association. President of the copier is Fred L. Hayng 
Dictaphone Corp. 


Burroughs News 
John S. Coleman, president of the Burroughs Addin 


Machine Co., Detroit 32, has announced that the company | 


has bought a new plant on the northwest corner of Joy Roa 


and Schaefer Highway in Detroit as a part of a three milliq/ 


Mrs. Green’s talk will be etitl 7 


ae. 


a 


dollar expansion program recently authorized by its Boar 


of Directors. It will be used to accommodate a portion of th? 
company’s enlarged manufacturing facilities. 

The company recently appointed Carl E. Schneider to: 
new post of director of industrial relations. He joined th 
Burroughs organization in 1929. The new industrial relation 
division was established to supervise and coordinate the pe. 


| 


F 


sonnel functions of employment and placement, wage “lf 


salary, safety, health, training and personnel services. 


| McBee Company Elections 


P. M. Zenner, formerly vice-president of the McBe q 
Co., Athens, Ohio, was elected chairman of the board ani © 
general executive committee at the recent annual meeting ¢ © 


the company. D. R. Zenner, formerly vice-president i 


| charge of production, was chosen as president to succeed 


A. B. Roe, who is retiring after fifteen years in office. 


Other officers elected were H. B. McBee and H. A. Baker, 7 


vice-presidents. Roger Connor was made a vice-president 
and was re-elected secretary. H. C. Davis, formerly ger- 


eral s2les manager, was promoted to the post of vice-presi- 


| and W. E. Ausenheimer was made comptroller. J. M. Scriv- 


dent in charge of sales. B. F. Cutler was elected treasure 


en and C. J. Dickson were re-elected assistant secretaries. 
In addition to P. M. Zenner the following were elected t 
the board of directors: Mr. Roe, D. R. Zenner, Mr. McBee 


Mr. Baker, Mr. Connor, W. B. Stitt, partner in the firm o 7 
Olcott, Havens, Wandless & Stitt, New York; F. C. Rumme. | 
president Burr & Co., New York; and C. P. Luckey, vice | 


president of the New York Trust Co. Mr. Roe is the vice 
chairman of the board. 


McBee Appoints 

Several changes have taken place at the McBee Co 
Athens, Ohio. A F. Niendorff is now head of the new)- 
created industrial department. Charles Sumwalt succeed 
him as manager of the Milwaukee branch. Dan Merrick. 
formerly special representative in Washington, D. C., he 

been made educational director. 
Mr. Niendorff makes his headquarters in New York. He 


= IR PERE oe NNT 


| and the other members of his department will operatt © 
| throughout the entire country and will specialize in such ! 
| industrial applications as production planning and _ sched- 

| uling, material and inventory control, payroll and labor di 


tribution, and cost analysis. Mr. Niendorff joined the con- 
pany in 1939 and a year later was made manager of the 
Milwaukee territory. ° 

Mr. Sumwalt, who joined the company early this yea 


| represented the firm in Hudson County, New Jersey. 


Mr. Merrick will have charge of the McBee Technic 
Sales School. He will also have charge of training ne¥ 
members of the sales department. Mr. Merrick joined th 


| company in 1935. 
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$2914 Drawing Set Illustrated—$10.00; Other Sets from $6.00 
to $36.50—The most complete line of separate instruments. 
Everything for the Drafting Dept. and Art Studio. 


122 Page (8!/2 x II) Illustrated Catalog $1.00 Postpaid, 
which will be credited on first purchase. 


| 
NOBEMA Products Corporation 


141 GREENE ST., NEW YORK 12, N.Y. . 


Fullbon presents... 


:  * 
'| DATERS ¢ NUMBERERS 


Service 


DATERS © NUMBERERS 


Your dater business should be our business! Do 
you realize how well made and how complete 
is our line of Daters, Numbers, Stamp Pads and 
Office Printing Outfits . . . a traditional favorite 
in the industry! 


Write for Catalogue 


Fulton SPECIALTY CO. 


FACTORY AND SHOWROOM 
82 Fulton Street Elizabeth |, N. J. 


Office Workers 
Love the Original 
Plastic Type 


Because it's the mod— 
ern, efficient, completely 
thorough type cleaner! 


@Easily applied...just a gentle tap 
on the keys and presto...it's clean! 

e@Clean...does not stick to hands. 
odorless. -will not soil clothing. 
(no liquid to splash) 

@Inexpensive to use...longer lasting! 

@S0ld by stationers throughout the 
country...used by business firms 
throughout the world! 


@Ask your stationer...or write 


NORTA DISTRIBUTING CO. 


1123 Broadway -—S/New York 10. NV. Y. 
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ARMA GEM Clips °FFICES «= apasa NO-SLIP CLIPS 


ARMA SNAGPROOF 
léea! 


mie CCH) 


ter Curted Bade 
Use on 
Films, Fabrics 
ARMA TAG WIRE 


ALL STANDARD GAUGES AND LENGTHS. EACH LENGTH 
PERFECTLY STRAIGHT WITH SMOOTH, EVENLY-CUT ENDS. 
1000 WIRES TO BUNDLE. GUARANTEED COUNT. ALSO 
CUT TO SPECIAL LENGTHS. HIGHEST QUALITY WIRE. 


Consult your jobber—or write to us. 


PITTSBURGH CUT WIRE CO. 


1112-20 Galveston Ave. Pittsburgh (12) Pa. 
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ONE-TIME CARBON INTERLEAVED FORMS 


Consolidate your various forms for one typing! Use 
of Snapeasy one-time carbon interleaved forms saves 
typists’ time, eliminates error, simplifies by standard- 
izing, insures legibility, and speeds up office routine. 
We willingly adapt Snapeasy forms to your own needs. 
No “minimum order” is necessary. Send us your forms 
for advice and an estimate — today! 


Write Dept. OM-3 


The ARTHUR J. GAVRIN PRESS, Inc. 


50 WEBSTER AVENUE e NEW ROCHELLE, N. Y. 


A test will prove ...Heyer Inks improve the 
work of any stencil duplicator... give finest 
reproductions on both automatic or hand 
inked duplicators. Black and 7 colors. 


Ss Ore 
jete Tne ot 
FORS 014 SUPPLIEE 

forall. Oe ga 


. Poe 
e 


Te. eee 


THE HEYER CORPORATION 
1848 S. Kostner Ave., Chicago, U. S. A. 
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New Publications ‘ 
3 


> 
{ 
f 
i 


ff 


INDUSTRIAL RELATIONS UNDER THE TAFT-HARTLEY Lav, 
INFLUENCING AND MEASURING EMPLOYEE ATTITUDES, and 
PLANT-WIpE AND GEOGRAPHICAL SALARY ADMINISTRATION, Nos, 
112, 113, and 114, respectively, in the Personnel Series pub- 
lished by the American Management Association, 330 West © 
42nd St., New York, are available. The three pamphlets 7 
contain papers which were presented at the Fall Personne] 
Conference of the Association held in October in New York. 


On THE Mat Room. The U. S. Postal Meter Division of 
the Commercial Controls Corp., Rochester 2, N. Y., has pre- 
pared a folder which gives complete information on the ~ 


complete mail room service offered by the company. The 
company offers expert planning, systems, and equipment to 


fit particular needs. 


Controt Humipity. The Surface Combustion Corp., Toledo 
1, Ohio, has published a colorful, eight-page booklet entitled, 
“Control Humidity If You Want to Get the Most from Com- 
fort Air Conditioning.” The Kathabar division of the com- 
pany is known for its system of selective humidity control 
for air-conditioning. The booklet will be mailed free on 
request. 


OO Sy ec cask ae 


How to Manace sy Exception. According to Remington & 
Rand, three mniutes spent reading a new, illustrated pre- © 
sentation “Like Radar, Kardex signals exceptional facts” will | 
give executives a clear picture of the ease with which the 
principle of management-by-exception can be applied to 7 
control of sales, stocks, personnel, and collections, with im- 
portant gains in work simplification and record cost reduc- 
tion. 

This six-page, four-color presentation outlines the signifi- 
cance of signa! control as a tool of management for graphic 
presentation of action-facts that must be known if losses are 7 
to be avoided and opportunities capitalized. Booklet KD-361 ; 
is available from any office of Remington Rand, Inc., or from 
the Systems & Methods Research Department, Remington 
Rand, Inc., 315 Fourth Ave., New York 10. 4 


How To Make BusINEss AND PLAN Work. Dr. Earl G. 
Planty of the Johnson & Johnson Co., has written this new 
book which will soon be published by the Ronald Press Co, 
15 East 26th St., New York. 


BusINESS ORGANIZATIONS 
Since the war there has been an accelerated trend 

towards decentralization of business organizations with 
greater executive authority for operating units, This was _ 
revealed by a study of the organization plans of twenty- K 
seven representative companies made by the Policyholders 
Service Bureau, of the Metropolitan Life Insurance Co., One 
Madison Ave., New York. ’ 

The results of the study have been published in a re ~ 
port, “Business Organizations,” which is available to execu- 
tives who request it on their business stationery. 4 

Designed to assist executives of Metropolitan group-in- © 
sured companies in analyzing their organizations, the re- 
port gives information on the general principles and patterns 
of business organization. Although it recognizes the fact 
that organization is an individual problem which must fit 
the specific needs of an individual company, the report 
shows how these principles and patterns are made to fit the 
needs of such companies as manufacturers, merchandising ~ 
concerns, railroads, and public utilities. The report shows — 
that the organization principles are fundamentally the same 
for both large and small companies, and* that the same 
principles and patterns apply to both. 

The reports cover among other things, line, line and staff, 


(Turn to page 90) 
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KEEP BIG 


Top 1234”x24”, 
Height back 
3216”, 
Front 2834” 


_..WITHIN 
~ EASY 
REACH! 


Toledo | 
titled, 
Com- ~ e 2 
com- 
= ardinal REFERENCE 
ee on 

WY BOOK STAND 
ington © Simplify use of Dun & Bradstreet Reference Book. | 
1 ps dictionaries, registers, etc., by using this rigid 
Ss 3 All Steel Stand. Mounted on Casters for con- 
s” will venience. In use wherever large books are 
ch the necessary. Obtainable thru your local stationer 
ied to wy or office furniture dealer or write direct. 
h im CARDINAL SALES, INC. 
reduc- 5631 West Madison St. Chicago 44, Illinois 
signifi- 
‘raphie 
ses are 
<D-361 7 
r from © 


| LETTERS 
“s| yp PLL. CIRCULARS 
a - \ 


trend 
; with 
is was | 
wenty- — 
holders | 
»., One 


xe: The POSTAL SCALE 


_ your customers have been looking for . . . the 


NOW 
AVAILABLE... 


for time-and-labor- 
-] saving, high-vol- 
ume production in 
systems work and 
copymaking. 


New MOTOR DRIVEN 


REX-O-graph Fluid Type Duplicator 


@ Most completely modern of all fluid type 
duplicators. 

@ Simple lever and push buttons control auto- 
matic starting, running, stopping, Master 
insertion and ejection. 

@ Automatic Counting Device stops machine 
and signals when desired copies are com- 
pleted. 

@ Also Automatic paper centering, roller moist- 
ening, feeding, and copy stacking. 

@ Simple to operate, fast, accurate, durable and 
trouble-free. 

Ask your REX-O-graph Dealer to we 


this remarkable new Motor Driven Model » 
You'll benefit by its automatic speed and 
economy. 
«ff 2 
bo REX-0-GRAPH, Inc. 


3739 North Palmer Street, 
Milwaukee 12, Wisconsin 


Manufacturers of Superior Duplicators and Supplies 


FILING, INFORMATION 
PROBLEMS SOLVED 


Your files INDEXED and COORDINATED to meet 
your requirements. Information gathered 
through searches, statistics, bibliographies, 
abstracts, translations, ete. Filing systems for 
correspondence, pictures, blueprints, marketing 
data; business and research libraries organized. 
A time-saving service for America’s most pro- 
gressive organizations. Among our clients are 
coneerns of national and international import- 
ance. 


Technical Library Consultants, Inc. 
347 Madison Ave. New York 17, N. Y. 


up-in- © L} 

he re | ACCURATE Model 101A, an all-metal scale 1 ES ho 

_— with patented cantilever spring action (no 347 Madison Ave., — 

‘ust ft | CS). Domestic postal rates in various classes 1 New York 17, N. Y. 

report | Up to 12 ounces. Table top (2!2” x 3”) de- Mail coupon for . Somes 000 on ees See 

vane | Pressed in center to accomodate mailing tubes. | | flier wn pent 

ndising ~ Th ‘ 1 (Name) 

shows | ‘tee colors: office green, red and ivory. : 

e same i 1 ; (Company) joe 

same < Aaa ACCURATE PARTS MFG. CO. 

d stall, : stirs CALE 12437 Euclid Avenue ihe: iV || 
CLEVELAND 6, OHIO tats 1 (City) (State) 
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Greatest Aid to the Shipping Room 


LEWIS Automatic 
TAPE SEALER 


For Tape Widths 
Up to 3 Inches 


LIST PRICE 
$42.50 F.O.B., N. Y. 


@ Patented Speedy Tape Measuring and Stop 


i a save up to 50% on — tape. 
@ New eating Automatic Pressure Control 
‘ Weight over brush gives correct, uniform, TRIAL OFFER 
: end-to-end moistening for maximum safety Order the Lewis 
in sealing cartons. today. Try it for 
@ Automatically feeds, measures, cuts off, 5 days. If not 
moistens and delivers desired length of completely  satis- 
tape in one operation. fied, return it and 
@ Fully covered body keeps tape fresh and we will pay the 
ee mechanism dirt-free and dust- freight. 
fee. 


LIPTON MANUFACTURING CO., INC. 
52 W. HOUSTON ST. © NEW YORK 12, N. Y. 


Manufacturers of Gummed Tape Machines and Moistening Devices 


head- 


a split second F 


fields of American business. 


and functional types of organization; plans of subdivisign” % 
centralization vs. decentralization of control; and the plas) 
of committees in business organization. Organization chan 
of seven companies are included. 


SIMPLEst BusINess SYSTEM 

Ozalid, a division of the General Aniline & Film Con) 
Johnson City, N. Y.. has prepared a new booklet, “The Sin. 4 
plest Business System,” on the Ozalid Streamliner repr.) 
duction machine. 


ProcrRESS IN SCIENTIFIC MANAGEMENT F 
The American Management Association has publishe ‘ 

a checklist of publications which shows the progress bus- 
ness and industrial management has made in personal ap 
industrial relations, office management, production, marke. 
ing, financial management, insurance, packaging and gen.) 
eral management since the end of World War II. : 
The list, “Progress in Scientific Management—1945-47) 
is a guide to summaries and reports to the Association by) 
more than 500 operating executives and specialists in a 
aspects of business and industrial management. Included ; f 
the list are the full text of proceedings of panel and grow” 
discussions of management problems at 24 national mar. | 
agement conferences during the past two years and ue 
F 

’ 


special research reports of the Association on subjects 
broad interest to all categories of management. In _pan- 
phlet form, the list is available without cost from the As ~ 
sociation. ; 

In the pamphlets and booklets listed are grouped relate: 
company case histories, expositions and analyses of operatin ” 
techniques, policy determination, procedures and manage- 
ment problems of leading organizations in virtually @ 


Elected Vice-President 
Scott Cass, executive assistant of the Justowrite 
Corp., One Leighton Ave., Rochester 1, N. Y. was recently 
elected vice-president of the company. As an officer of th 
firm, Mr. Cass continues and augments responsibilities » 
sales, service, and general management, which have bea 
his administrative function in the capacity of executive a 
sistant. He has been with the company ten years. 
Justowriter is a subsidiary of the Commercial Controk 
Corp., Rochester. It manufactures the Flexowriter. 
Charles R. Ogsbury, president of the company, has an-| 
nounced the appointment of Frank A. DeWitt to the newly- 
created post of director of research. Mr. DeWitt is r 7 
sponsible for research work in conjunction with develop” 
ments in composing and photo-engraving machines as I " 
lated to the graphic arts field. 


Named Director 

Miss Marie Brennen has been appointed director o 
the Dictaphone Corp.’s School and Placement Service fo) 
Dictaphone-trained secretaries. She succeeds Miss Norm 7 
Anness, director of the Dictaphone School for the past fou 
teen years, who is retiring. 

The school, in existence for the past 30 years, has traine 7 
thousands of girls in the use of Dictaphone equipment at 
has placed them in positions in all parts of the country 
During her directorship of the school, Miss Anness traine 
some 10,000 girls. During peak months, an average of I © 
girls a month were trained and placed in positions. Ths 
training is given free to users of Dictaphone equipment! 
A certificate is granted after two weeks of training. 

Miss Brennen has been a placement specialist for 
New Jersey State Employment Service for the past sevé 
and one-half years. She devoted a great deal of time durit 
the war to occupational analysis in many industries. 


January, 1% 
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END ALL “WRAPS" 
PROBLEMS 


Valet Costumers and Racks 
keep clothing “‘in press,”’ aired 
on spaced hangers, and hats on 
ventilated shelves. Save floor 
space—accommodate 3 persons 
per sq. ft. Fit in anywhere. 
Lifetime welded construction. 


Where lockers are needed for 
lunches, tools. aprons, ete., use 
PETERSON Locker Racks. 5 
ft. x 15 in. unit provides 12 
persons with hangers, hat 
spaces and individual 12 in x 
12 in. x 15 in. lock boxes. 
These combination units are 
widely used to double capacity 
of, or eliminate, locker rooms 
Write for Bulletin H-4. 


VOGEL-PETERSON CO. 


“The Coat Rack People’ 


624 South Michigan Ave. 


Chicago 5, U. S. A. 


No. 1509 lillustrated) 


@ Capacity, 5 lbs. by 
yy ay Computes 
postage for air mail, 
first class mail an 
merchandise up to 
Ibs. Easy to use, simply 
place mail matter on 
the platform and 
inter automatically 
indicates the correct 
weight and one pe of 
stage requi ‘ 
Cae and durable. 


SPECIFICATIONS 
s ” diameter, glass 
Dial: 6¥24, Red and black 
figures on white, red for 
postage, black for 


POSTAL 
SCALES : 


weight. 
Platform: 542” square. 
Dimensions: 642” x 612 
x92”. 


Packing: One to a Carton. 


Weight packed 6 Ibs. 


See your supply house. 


MACO| 


INSTANT CONTACT LABELS 
se Adhesive! 


Just Press! 
No Moistening! 


Adhere instantly—Quick as a 
Flash—where regular gummed 
labels are unsuitable. 


Write [>r somples and price list, 
p P 


uipment 


for th 
ist sevel 
e during 
es. 


ry. 18 


Merely press “Instant Contact Labels 
on to any dry, clean, smooth surface 
such as: Plastics, Cellophane, Glass, 
Pottery, China, Silverware, Jewelry, 
Tin, Varnished or Metallic Surfaces, 
Paper, etc. 

Smooth writing surface for typewriter, 
rubber stamp, pen, or pencil. 

Can be removed without marring 
surface. 

MACO “Instant’’ Contact Labels are 
stocked in 12 round and rectangular 
shapes, die cut and mounted on glass- 
ine sheets. 

Packaged 1M labels to a box. 

Also made to order in any size or spe- 
cial shape, plain, or printed. 


FEATURES: 


The JLMAY COMPANY 


TAGS + LABELS + DIE-CUT SPECIALTIES 


a 


111 WEST 19" ST.NEW YORK NY 


:.. 525 North Ada Street, Chicago 22, Illinois 


post SCALE 
ome 1515 


. 1 
Capacity 50 Ibs. by 
cance, Computes 


; ions 8” x x 
Gir Weight packed 9 Ibs. 


RETANS 
for 


3.25 


for having that PAYROLL answer--- 


in one Complete Yearly Record 


WATSON'S 
PAYROLL RECORD 


a cemplete YEAR'S record 
for ANY business with 

1 to 50 employees 
@Complete instructions 
and iilustrations . . . 
Actual government 
forms and tax tables 
FULLY explained and 
filled out. In everyday 
language, anyone can 
use and understand. A 
full year's record cost- 
ing your customer less 
than a cent a day. 
@ Tops in appearance 
and quality — Modern 
styled, transparent ace 
tate cover—it's new - 
making an attractive 
self-selling display - 
lasting durability. Col- 
or spiral binding for 
easy turning — pages 
that really lay flat. 
High quality ledger 
paper for easy writing 
and reading. 
@ Amazingly complete 
content — Individual, 
weekly and quarterly 


payroll forms—simple, 
yet complete—easy to 
foliow. The most prac- 
tical and all - inclusive 


payrol record yet 
developed for small 
business. 


from your local office supply house. If not available write to: 


Watson Publishing Co., 


Box 564, South Gate, California 
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When you visit the show at the Stevens 
= ‘the sensational new AUTO-TYPIST 
at 


CUTS DICTATION TO ONE-FIFTH 


CUTS HAND TYPING TO ONE-TENTH 


YET—Answers ALL Repetitive Correspondence 
with PERSONAL Letters—100 to 125 a day! 


Two rolls of perforated paper tape carry from 80 to 160 
separate and different paragraphs. Each paragraph 
covers a different subject, a different subdivision of a 
subject, or a different contingency or reply. By pushing 
buttons the paragraphs can be typed in different combina- 
tions to produce an endless variety of letters. 
ONE GIRL—375 Letters a Day 

All routine or repetitive correspondence can be an- 
swered without dictation by merely specifying the num- 
ber of the carefully worked out perfect paragraphs that 
cover the subject. One typist can operate three of these 
machines to turn out in a day as much hand typing as 
could be done by ten manual typists. 

And—this amazing machine stops wherever you want it 
to, to permit manual typing of name, dates, amounts, 
specifications or entire paragraphs that you may wish to 
interpolate with the automatic typing. 

Demonstration Letter—FREE! 

Send your name today and let us write an Auto-Typed 
letter to you. From this demonstration letter you can 
learn how many of the biggest companies in America are 
now answering routine correspondence with personal let- 
ters that ordinarily cost $1.00 and more to dictate and 
type—at a cost of less than 3c a letter. 

Use your stationery or the coupon. 


The Auto-typist 2cP*.35'2619."; Seren. 


ter St., Chicago 22, Ill. 


American Automatic Typewriter Co. 

610 N. Carpenter St., Dept. 151, Chicago 22, Ul. 

Write to me on the Auto-Typist and send with your specimen letter 

a cireular describing the three models of Auto-Typist. There is no 
| charge or obligation. 


| Name 
| Company .. 
] Address 


| 


| 
| 


WANT-AD aHoenaae 


Rates are 10e a word. Minimum charge $2.00. Pay 
in advance. Address replies to all Box Number ads, 
OFFICE MANAGEMENT & EQUIPMENT, 260 Fifth An 


For Sale or To Buy 


WANTED TO BUY—National Cash Registers. All models. Give em 
plete model number, serial and range of ring-up. Monmouth 
Supply Co., 147 Brighton Ave., Long Branch, N. J. 


% 
CLOSING OUT our Niagara Dept.. One new Niagara Model 250 Me 
plicator. $400.00. : 
$200.00. One new as 
Hutto-Kickliter Inc. 


One new Niagara Electric Model AF4 Dupli 
Niagara Model B2M Duplicator $85.00. Mepeiy 
216 W. Lafayette St.. Tampa, Fla. F: 


1 “Standard” Fluid duplicator system, Model UP 6166 complete Ww 
feed and receiving trays (less cabinet). A-1 Condition. Immedigi= 
delivery. Diamond Iron Works, 1728 2nd St., No. Minneapii 
Minn. 


Inc., 


and magazines. 


> | | 


BOOK COVERS, heavy transparent acetate, fits all size popular bow 
6 different sizes. Sample $1.50. Free catalog. FRAN 
BONOMO, 860 Broadway. Brooklyn, N. Y. 


FOR RESULTS— 


Use the Want-Ad-Opportunities columns to fill your business 3% 
needs. 
Rates are 10e a word, minimum charge $2.00. 
Send your order now to 
OFFICE MANAGEMENT AND EQUIPMENT 
260 Fifth Avenue New York 1, N. Y. 


VISIBLE EQUIPMENT SPECIALISTS 


We can supply excellent, reconditioned visible equipment 
Also supplies for all makes. 


ACME * GLOBE-WERNICKE * Y&E *: 
KARDEX * RAND * INTERNATIONAL 


Also all types of vertical filing equipment. including fire 
proof files, safes, Ledger trays, etc., new and used. 


All equipment fully guaranteed. 


Write for prices 


Heineman Office Equipment Co. 


4 N. 8th Street St. Louis 1, Mo! 
Phone: Central 6282 


.— PREFERRED B! 
STENOGRAPHER! 


Clarotype cleans typewriter type * 
stantly, thoroughly, economically. 
brushing — no spattering — non-infa* 
mable. Order a 50c bottle from yw 
stationer or typewriter supply deat 


THE CLAROTYPE CO., Ix) 


261-AM Broadway New York7,N.! 


CLAR-O-TYPE 


THE BEST KNOWN TYPE CLEANER 
KNOWN AS THE BEST : 
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LONG WEAR 
FOR GOOD LOOKS 


Masos All Stecl 
"BARGAIN" 
WASTEBASKET 


You have your choice of three 
neat, decorative, attractive lit- 
hographed finishes; grained 
walnut, office green or gray. 
Top diam. 14”, bottom 10”, 
height 14”. Fire resistant; real 
sturdy construction, economic- 
ally priced. 


Order From Your Stationer Today 


FOR top qual- 
plete way | Hy Pee and MASO STEEL PRODUCTS 
Nenad : 3 stands yon 500-32 South Throop St. Chicago 7, Ulinois 


Visible Reeord 
200 Cards Ss lL. 6 a) 


Quick e¢ Convenient 
Save Time 


uUSsINess 


Handifax Cards join together. File sheets of 
cards on edge in correspondence folders. Use 
half inch visible margin for Indexing, Tabulation 
and Color Signals. 

Ten years national use. 
) Order today, money back quarantee. 
Ask for catalog 


Shoots of Cards 


Handifa 


S11 N. Tenth st. (1) ST. LOUIS 
WITHHOLDING 


APEX 1948 W- STATEMENTS 


NOW READY! 


The time-saving APEX W-2's for 1948 are 
approved by the Bureau of Internal Revenue. 
Snap-out construction, carbon interleaved, 
imprinted or blank. Special window envel- 
opes made to fit che APEX W-2 forms also 
available. W-2's also made in 5 part sets, 
including N. Y. STATE FORM and 5 part 
all FEDERAL STATE FORM at no addi- 


tional cost! All forms supplied singly or in 
continuous strips. 

3 DAY DELIVERY of imprints — blanks 
shipped same day! Write now for FREE 
SAMPLE and prices. ORDER TODAY! 


NEW FEATURE: Employee's original and 
duplicare NOW furnished in a ONE PIECE 
FOLDOVER CONSTRUCTION — addi- 
tional time saved. 


et ore and Sysim. 


NEW YORK 7.N y. 


a4 NASSAU STREET 


AS New... 
AS THE New Year 


She How Desh 


INDIANA DESK CO. 


JASPER, INDIANA 


FELDCO Pooss Loa? CORP. 


1505-11 W. LELAND AVE. CHICAGO 40, ILLINOIS 


Available for immediate delivery! 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 


and other visible systems. 


Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Steel Files, Lockers, and Shelving. 


All completely rebuilt and guaranteed by 
“The House That Confidence Built” 


Universal Office Equipment Co., Inc. 
7-9 Waverly Pl., New York 3, N. Y., GRamercy 3-3741 


FOLDING CHAIRS 


Many Styles — Wood or Steel | jf 


Also non-folding chairs, tablet | 

armchairs, folding tables. \ 

PROMPT SHIPMENT 
FROM STOCK 


Specify Requirements 
When Inquiring 


ADIRONDACK 


— 


Zz > 
CHAIR CO. 


New York 1, N. Y. 


Reduce your photo-plate costs 75% or more with 


PHOTOMATIC 
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Forlagraph 


CUTS COPYING TIME AND COST 


Portagraph will cut your copying 
time by over 80°, and reduce your 
copying costs to /ess than half the 
cost of typing the copies. \n addi- 
tion, Portagraph copies are truc 
facsimile copies—they show seals. 
signatures, or rubber stamps which 
typewritten copies cannot show. 
Portagraph copies may be intro- 
duced as legal evidence. 


The form above shows a total of 105 copies made from 
fourteen different records. By the most conservative estimate 
the manual copying time for those records would be over 
eight hours. And that does not include any correcting or 
proofreading time. Portagraph will do them in 134 hours. 


This new analysis form enables you to estimate just how 
much copying time Portagraph will save you. Simply have 
your typists use this form to keep a record of the copying 
they do. When they return the completed form, total up 
column 6 (see illustration) and divide by 60. The answer will 
be about the number of hours it takes to make Portagraph 
copies of those same records. 


GET YOUR SUPPLY OF THESE FORMS TODAY.. 


Reminglon Rand 


Gentlemen: Send me the following number of analysis forms: 


. THEY'RE FREE 


Photo Records Division - Room 2681 
315 Fourth Avenue, New York 10, NY 
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NAME_ aie ee 
COMPANY 
ADDRESS_ . 
2 ne ZONE__STATE_ 


| 
| 
| 
| 
! 
| 
L 


PT A A SE Se A ME CS eo —e | 


OFFICE MANAGEMENT AND EQUIPMENT 


INDEX TO ADVERTISERS 


'Acco Products, Inc 


Bai anata 8 Lipton Mfg. Co., Inc. .....4 
Accurate Parts Mfg. Co.... 89 Lithomat Corp. ........... ¢ 
|Ace Fastener Corp. ...... 75 
Adirondack Chair Co..... 93 Maso Steel Products ...... gy 
Alliance Rubber Co. ...... ae | aS ee eee y 
All Purpose Metal Equip- Mittag & Volger, Inc. .....¥J 
L  WOMRE MNO. 55 oss oe daisies 80 
All-Steel Equipment, Inc.. 3 


National Cash Register Co. 
2nd Cove 


National Office Manage2- 


Amberg File & Index Co... 85 
‘American Automatic Type- 


WENGE Ge. cesescascsonss 92 ee re 8 
American Hair & Felt Co. .. 62 National Pencil Co. .......% 
American Photocopy New Indiana Chair Co. ... 

Equipment Co. ......... 76 Nobema Products 8 
Apex Business Systems ... 93 Norta Distributing Co..... 
Ard Manufacturing Co. ... 85 
Art Steel Sales Corp....66, 67 Qakville Co. ............. m 
Autocopy, Ine. Cane nouees 84 Office Management & 
Automatic Pencil Sharpen- Equipment ..........s 

OR ack tne wis sc Re eee 85 

Pittsburgh Cut Wire Co... 
Binney & Smith Co. ...... eVGVGVGuQu eae 
B -M i. xankicon 15 
ee Remington Rand, Inc.....7,@ 
Cardinal Sales, Inc. ....... 89 Rex-O-Graph Corp. ......§ 
Clarotype Co., The seal an 92 Robert Rubber Co., Weldon t 
Codo Mig. Corp. . 2.06255. 79 Rockwell-Barnes Co. .....4 
| |\Cole Steel Equipment Co. Ronald Press Co., The ....¥ 
| 35, 36, 37, 38 Ross-Gould Co. .g 
(C-Thru > rere 90 
| Security Steel Equipment 4 
|Daco Card & Index Co., The 85 Re. -ccwiheeciees 3rd cove 
|Dazor Mfg. Corp. ......... A Bene Ges cciiasccsacsscae ne 
Sengbusch Self-Closing 
Eastman Kodak Co. ...... 61 Inkstand Co. ..........: i 
Elbe File & Binder Co., Inc. 86 Sheaffer Pen Co., W. A.... & 
NN kc ckcatasasasewawn 77 Sheppard Co., C. E., The.. § 
Eureka Specialty Printing Speed-O-Print Corp. ..... ll 
Co. TYCUCTCOLELT TCT 86 Staedtler, Inc.., Zz S. era 6) 


Sturgis Posture Chair Co.. 1! 


Faber Pencil Co., Eberhard 16 


Swan Pencil Co., Inc. ..... 83 
|Feldco Loose Leaf Corp. .. 93 
Fulton Specialty Co. ...... 87 Technical Library Consult- 
eee: TBS éncicecscsen § 
Gavrin Press, Inc., Underwood Corp... . .4th cove 
Arthur J. CRM RSCD CO 60.0ae 88 Universal Office Equip- 
General Fireproofing Co... 65 REE ae eee 
General Pencil Co. ....... 64 


i Globe-Wernicke Co., The.. 59 Vogel-Peterson Co., Inc.... 4 
\ 


| a ae ee 91 Waison Publishing Co..... 

Heineman Office Equip- Webster Co.. F. S. BY 

| kt er A 92. Wells Office Furniture Ca. 18 

| Heyer Corp., The ......... 88 Wood Office Furniture In- 
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| Indiana Desk Co. ......... a eee gy 
Invincible Furniture Co.... 69 

| Yawman & Erbe Mfg. Co. 
[Kee Lox Mfg. Co. ........ 5 NE Peery err a 


,. yp ae a Re Pek isk) aa | 0 eet fim. Ss ee Be ee 
% OM “eee. ae 3 - Se , ae : vag ACS a bi: “ Re a ———— 
co , ‘ bs le ” 4 ar airs, 4 + rg sit 
—- a 
“ ie "ee A 
i. 
_— 
F ed hrs «8 ee 
ee =f | a 
ee f | 
ha ere Ss A fee ee 
re “thy an H 
2, ee 
—_ tay = a, 
tL 
Bri | i 
, bE | 
ay, x 
ii. oo oe 
i | @ , < 
nis | 3% 
: ie | | a 
-_ | § a 
: - | : = 
Ag |} ¥ 
ohle 
| 
cea mn | 
- on R pe SC 
ke a : | 
‘_ a t - o? | en 
tae, tore > eee 
at ve F \ 
y ae) ' | — . — a em PORTACAAPY | 
Carty Pos: pee —_ is 
a Re he =a 
‘® a Pl wae ae aa 
oe a 
re Sia i 
AE ns , 
pene 2 a 
Agra : 
5 ee 
ee Ge 
A : a Pe 
— i . 
a a. 4 oe 
“4 o f OR — bit al 
ae ~ 
- Bsr ee a iY 
Be a, age “ oe 
i : : ; 
wy a F ; a 
‘is, i. a ete 
4 a) y ade. 
ie < “L — 
W ; aa : re ie, e 
oa a es - ; 
os \ : 29, ee «ted 
; ee 
: ie 
7 a 
<x TAN 
ate: 
rn 
sui he 
— | eT 
a ° 3 = 
*: |e’ 
“ree 
S: he 
i me pe S| 
Kis ek) es 
rh ¥ 
ie ipa 
ae a2) A 
ie 
Bee 
= a 
wate 
1 ne oe 
o> 2h an 
ve = ous : 
Ph Se eee ; 
Se ee 
aa 94 ee January, 14 
Boe ae 
eee 
ge 
Ss 
a ee ee : 
Pe he ' te ¥e “ = 7 Ss a - 5 a ? _= 5 
e2 a. y SC cee mee RO et = _ — = : : ro - cae 
‘ 4 ee teas Hm Ben : a a + i >. 4 4 ae Fh Bee io 
a BSH Re oie me i <a. a F . ‘Se if ee aojeo 
Sad os eee Bie. Bee * : 2. 2 2 ey a be 
i oh i hl — 2 aes “i pes fie tee) = - its ee 7 oa, +e 
* mae care a p a Pe 2 ee ere | ee oa PS a 4 id aa Tes 3 "] 


rd cover Es 


- TRULY FINE... 
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The Security CRESTLINE in Litetone is Snel \ 
sll: ‘ in Litetone 
oe an entirely new conception of what peak quality hi ee.) ome we. 4h 
nen office furniture should be. All steel construction 
= 
& in designed good taste and fine appearance, 

cM plus efficiency and adaptability to meet every need and almost any wish, 

«| mark CRESTLINE as the choice of those who plan for the future. For an individual piece 
ews OE 
‘cela ay or a complete office installation... look first to the finest...to Security CRESTLINE. 
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SECURITY STEEL EQUIPMENT CORPORATION, AVENEL, NEW JERSEY 
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A research-minded organization that has never 
stopped improving its products. For more than fifty 
consecutive years Underwood has enjoyed unchal- 

lenged leadership, based on a long list of engineer- 
ing ‘‘firsts”’ in typewriter advantages. 

Setting the standard of performance by offer- 
ing typewriters with greater flexibility, speed, 
accuracy and durability than were elsewhere 

available . . . by always keeping a stride ahead. 

Volume of satisfied users . . . understanding 

the typewriting problems of business in gen- 

eral, and secretaries in particular. More than 

6,000,000 Underwoods, reaching all corners 

of the globe, have been helping to speed the 
world’s business. 


World-wide sales and services, conven- 
ient to everybody in the United States and 


Typewriters . . 


in the principal cities of the world. Experience and 
time have taught the business world that an 
Underwood is always the happiest choice among 
typewriters. 


Underwood's post-war Standard . . . 2 master- 
piece of typewriting engineering. It brings you 
Rhythm Touch . . . a wonderful addition to the 
many Underwood features you've always en- 
joyed. Rhythm Touch is a new typing concept 
.-. a delightful new experience in typewriter 
performance. Speed seems effortless. Fingers 
move easily over the rex perfectly-balanced 
keyboard. 


These are the things that make Under- 
wood America’s first-choice typewriter... 
that make Underwood “Typewriter 
Leader of the World.” 


. Adding Machines. . 
Carbon Paper . . . Ribbons and other Supplies 
One Park Avenue, New York 16, N. Y. 


. Accounting Machine oe 


Underwood Limited, 135 Victoria Street, Toronto 1, Canada 
Salés and Service Everywhere 


Copytight 1917, Underwood Corporation 


Underwood Corporation 
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